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ABSTRACT 

This curriculum guide for the Bilingual Microcomputer 
Business Skills Course reflects modern office practices and 
technology. This volume, second of three, contains seven 
competency-based joint lessons, the focus of which is on mastering 
specific tasks needed to accomplish the job of the occupational 
cluster of clerical worker while also learning job-related English as 
a second language (ESL). The language level of the lessons is 
designed for a trainee with high-intermediate to advanced levels of 
English language proficiency. Each joint lesson include these 
components: a cover sheet (identifying related communicative task, 
vocational task, performance objective, steps and technical 
knowledge, technical terms, language functions, language structures, 
tools and materials, background knowledge, safety, attitudes, 
learning activities and resources (vocational and job-related ESL); 
technical terms sheets; information sheets; operation sheets; job 
sheets; activity sheets; and perf or jance evaluation sheets. The seven 
joint lessons/tasks are: answer several incoming telephone calls; 
take and disseminate telephone messages; obtain zip codes from the 
post office; open/notate, arrange (classify), and distribute incoming 
mail; prepare outgoing mail; reproduce and collate documents; and 
compute the cost of purchasing stamps. (YLB) 
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These 19 joint lessons are the product of a work team 
consisting of the following individuals: Jesus Castro, Alice 
^ Sigalos, Mary Romney, Felicita Ramos, and Charissa Colla:o, 

^ Special thanks to Nancy Smith, Rebecca Douglas, Joan 
1^ Friedenbergj the trainees and the BVT Advisory board meflibers 
for there feedback during the development process. 
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TASK # 8 

ANSWER SEVERAL INCOMING TELEPHONE CALLS 
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PXLATED COM>iUNICATIV£ TASK* Polite greetings, identify self and company, offer assistance, report or .equust information o r additional information* 
VOCATIONAL TASK: 



Answer' severa I incoming telephone calls 

VERrOR:i^NCE Given a uultiline phone and four incoming cjI Is in Engl ish, will answer the phone and screen calls. A checklist will 

OBJECTIVE be used to rate your per »-ormance , all items must receive a yes rating. 



STEPS AND TECKNICAL 
KNOWLEDGE 



I. 

2. 

3. SEE ATTAlHMLNT 

4. 

5. 

6. 

7. 

8. 

9. 

io. 
II. 

12. 
13. 
14. 
15. 



TOOLS AND i^UTERIALS 
Telephone 
Message pad 
Penc I I/pen 



BACKGROUND KNOWLEDGE 
Basic knowledge of telephone usage 



SAFETY 

Secure telephone cord and wires to 
prevent tripping 

Place equipment in secure aiea to 
avoid dropping. 
ATTITUDES 



Pleasant telephone voice 

Fr iendl i ness 

Courtesy 

interest 



TEChMICAL TEFLMS 



SEE ATTACHMENT 



LANGUAGE 
FUNCTIONS 



COMMUNICATIVE SKILLS 
Act i ve: 



Speaki ng 
Wr i t i ng 

Passive. Listening comprehension 
FUNCTIONS 

Polite requests for information 
Polite reports of information 
Pol i te greet ings 
Pol i te i dent i f i cat ion 



STRUCTURES 



Interrogat ives 
Affirmative Statements 



LEAR^UNG ACTIVITIES AND RESGL?,CES 



VOCATIONAL 

1. LEARNING STRATEGIES 

a. Facilitator identifies tools & materials 

b. Facilitator reviews technical terms 

c. Facilitator demonstrates procedures for 
answering a telephone call. 

d. Practice activity sheets H 1,2 

e. Role-play answering a telephone call using 
"Teletrainer" 

f. Hands-on skill practice at Center's business 
off i ce. 

2. EVALUAT I.ON 
Performance Test 

3. RESOURCES 

a. Information, Operation, Job and Activity 
Sheets 

b. New York Telephone's "Teletrainer" 

c. Fac i 1 I tator 

d. HACER INC. business office 



J.R.ESL 

I. LEARNING STRATEGIES 

"i"! Facilitator demonstrates how to make 
affirmative statements 

b. Facilitator lectures on i nterrogat i ves 
and reviews nx)dals. 

c. Participants complete Activity Sheets 
#1,2,3,^,5 and 6. 



2. EVALUATION 
3 



Performance Test 
RESOURCES 



a. Faci I i tator 

b. Activity Sheets 

c. New York Telephone's "Teletrainer" 
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TASK #8 

INFORMATION SHEET: RECEIVING A CALL 
I. INTRODUCTION 
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A receptionist must have a pleasing telephone personality and a 
well modulated voice that shows dignity as well as courtesy. 
The receptionist is not seen by the person at the other end of 
the line. He/she is judged and the employer is judged, by the 
friendliness of his/her telephone voice. He/she must always show 
interest in what is being said and always reply in clear tones, 
never raising his/her voice. 

II. REXIIVING A CALL: 

1. When the fiione rings, answer it as soon as possible, if you must leave 
your desk, ask someone to answer for you during your absence and 
explain wheie you can be located. 

2. Always have a memo or message pad near the piione. Try never to keep 
the caller ^vaiting vMle you look for a pencil to write dDwn any infor- 
mation being given. 

3. If you must leave your desk to obtain infoimtion for the caller, try 
not to keep the person "holding" for a long tine. Ask the caller if 
he wishes to hold the line, to call back, or to leave his nane and 
phone nunber for you to call him with the desired information. 

4. Never talk with a pencil, chewing gum, or cigarette in your mDuth. 

5* If you are asked to screen your eiiployer's calls, do so in a tactful 

manner. Asking for the caller's name in a oourteous way sJiould encourage 
the caller to give his name readily. 

6. Vlhen taking a message, ask for the name of the caller, his oonpany, and 
his telephone nunber, making a iiotation of the timo of the call. Be 
sure that ttie person called receives the message as soon as he/sHe 
returns. 

III . TOE FIVE BASIC QUALITIES OF GOOD OQMMUNICATK^ SHOULD BE PRESENT IN TELEPHC»IE 
Ora^VERSATIOJS: 

Courtesy: speak so that your voice and attitude reflect a "voice with a smile." 

Clearness: Speak clearly and present all information clearly. 
Conciseness: Say no more than necessary to canplete the call courteously. 
Correct3iess: Be sure that your lai>guage and infonration are correct. 

Ocxipleteness: Give all the infonration required, l^e itecessaiy nates during 
the conversation. 

0' R 



HACER INC/HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

INFORMATION SHEET • 
Page 2 

IV. TRANSFERRING A CALL 

To transfer a call to someone else in your system: 

1. Place the call on hold by touching the HOLD button. 

2. Call the person you are transferring the call to by 
touching the INTERCOM button and dialing that person's 
intercom code ninnber. (When you hear the beep, announce 
the call and hang up) 

3. Look at the green light next to the line with the call 

you are transferring, it should be flashing rapidly. If the 
other person picks up the line, it will stop flashing and stay 
a steady green. 

4. If the light continues to flash rapidly, it means that the 
person you transferred the call to has not picked up the call. 
At this 

5. Wait a reasonable amount of time ( 10 seconds), if the light 

is still flashing, pick up the call and try to assist the calle 
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INPOFMATICN SHEET Paqe 3 
SCREENING CALlS 

The bccrcary i, often culled on to s^een incoming call* for her employer. This 
'1 'ufT**.."o !""'"*"^ classifying calls and deciding quickly which one. 
lactorily en.ployer and which ones «he it able to complete satis- 

The current trend is for the business executive to answer his own telephone 
when he is in the office. However, some employers have the secretary answer 
the telephone so that they will be relieved of caUs which do not require their 
personal attention. Practices vary, ,nd each employer determines the policy to 
be foUowf -1 regarding screening. 

Skills in the art of screening can be gained through business experience. To be 
successful, the secretary must use good judgment, tact, and courtesy. 

What practice* .hould lie followed when screening caUs? 



• Be friendly and sincere. 

• Reflect a ready-to-serve altitude. 

• Ask questions skillfully. 

• Give effective explanations. 

How might a .ecreiary obtain the name of Uie caller? 

• She might say: 

"May I tell Mr. Baker who is calling, please?" 

"I'm sorry. Mr. Baker isn't available just now. May I tell him wh, 
called?" . 

Vhai might a secretary «iy if, after .creening the call, .he decide, 
hei- employer would want to .peak with the caller? 



• She might say. 

"Just a moment, Mr. Brown. Ut me see if I can get him for you." 

"1 know he's been expecting to hear from you. Jusl a ii.omcul. pl-as,-. 
1 11 let him know you are waiting." 



What n:ight a secretary .ay if, after screening a call, sl.e deoides f 
employer would not want to .peak with the caller? 



»er 
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• She might sa) : 

•Tm sorry. Mr. Lyons isn't available. Perhaps 1 can Ik- of l.i-l,,.- 
"When Mr. Lyo.is returns, I'll tell him you called.;* 

RESOURCES: Teletraining for Business Studies AT&T 
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BILINGUAL VOCATIONAL •TRAINING 

TASK #8 

INFORMATION SHEET: ELECTRONIC MESSAGES 

1. INTRODUCTION 

Electronic mail/message systems are communication systems 
that store and deliver messages through a computer network, 
instead of using postal services or spoken messages over the 
telephone. 

II. Capabilities 

a. Can distribute messages 

b. Can send documents and messages 

c. 2 or more persons can have a conference through the computers 
d« Follow up services 

III. How it functions: 

There are basically two types of message distribution systems 

A. Inhouse 

B. Message distribution services 

A. Inhouse.- An office having two or more computers can be linked 
together to form a system. Messages can be sent electronically 
from one computer station in one office to another. 

B. Message Distribution Services 

Various companies now offer message distribution services. 
A business can purchase or lease an "electronic storage 
mailbox" from one of these companies that offer this service. 
There are two types of message distribution services! 

Voice Mail : The sender calls the service and leaves the 
message which is converted into digital pulses. The receiver 
can call the service, get the message and store it or 
delete it. 

2. Keyed text : Keyed text is store at the message distribution 
center. The customer can get their messages and store them 
in their computer. 

RESOURCE: Computers Today 
D.H. Sanders 
McGraw Hill Book Co. 
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TASK #8 BILINGUAL VOCATIONAL TRAINING 

INFORMATION SHEET: ELECTRONIC COMMUNICATION 

COMPUTERIZED CONFERENCES: 

Systems have been developed that allow various 
persons to communicate through their computer 
terminal s- The persons can use a computerized 
confevence service to hook up their computers 
through a telephone to a central computer file 

Users can : 

1, Key in information 

2, Send information 

3, Store information 

Advantages : 

1- Persons can participate at different times 
or at the same time. 

2, Businesses can communicat cross country- 

3. Various and different businesses v;orking on 
a project can communicate at once. 



RESOURCE: Computers Toda y 
D. H- Sanders 
McGraw Hill Book Co. 
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<INPOBMMIC»I SHEET: 
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HACER INC./HISPANIC WOMEN'S CENim 
BILINSUMi VOCATIONAL TRAININ3 

EXAMPLES OF ELECTRONIC MESSAGES 



Amanda 
sends 
message 



Alice 

receives 

message 



Doris 

receives 

message 



2.- MESSAGE DISTRIBUTION SERVICE 



Alex is out to 
lunch, will read 
message when he 
returns to his 
computer. 



Amanda 
sends 

messages 



message 

distribution 

service 



Doris has a 
computer at home 
she can call the 
service and 
receive her message. 



Andrea is" on ' 
vacation. When shel 
returns home. She 
receives ^ihe 
message . 



IV* ADVANTAGES 

a* Users can send and receive messages at home or duri 
business trips. 

b. Reduce interruptions from the telephone. 

c. People at remote sites can communicate easily, 
d- People in different time zones can communicate. 



ERLC 
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HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #8 

INFORMATION SHEET i PARTS AND FEATURES OF THE AT&T MERLIN 820 



INDICATOR LIGHTS 



AIlTOMATir. LINE SELECTION 




RESOURCE: AT&T MERLIN 820 Operation Manual 
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HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #8 

INFORMATION SHEET! FEATURES OF THE AT&T MERLIN 820 



Outside 
Lines 

MODEL 820 




Fixed features 

The dial pad is surrounded by labeled buttons, which are called the Fixed 
Features. With Standard Features you get two Fixed Features, HOLD and 
RECALL. A Feature Cartridge is required to get the rest 

Indicator lights 

Notice how the lights work on your IMERLIN telephone A triangular red 
light points to the outside line you'll get if you pick up the handset. Green 
lights tell you the status of lines: free, txjsy ringing or on hold. 

IMaking an outside call 

When you want to make a call, the MERLIN system automatically selects 
a line for you. All ytxi have to do is pick up and dial. This feature is called 
Automatic Line Selectiori 

If you want to use a line other than the one the system selected for 
you, such as a WATS line, you can do so simply by touching the button 
ror the desired line That's all there is to iti 



RESOURCE: AT&T Merlin 820 Operation Manual 
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OPTIONS COMPATIBLE WITH STANDARD FEATURES 

*^ You can expand the usefulnesss of your MERLIN system by adding 

INEOFMmON SHEET ^P^'^^' ^P^'P^t ^UCh aS: 



p* 2 



Loudspeaker paging 

If your MERLIN Control Unit is equipped with a Paging Cartridge, you 
can page other persons no matter where they are in your office. To do 
this your txjsiness needs to be equipped with a loudspeaker paging 
system. You use Loudspeaker Paging by touching INTERCOM and then 
dialing "6". (If your telephone has a PAGE button, you should touch 
INTERCOM and then PAGE) 

Headset adapter 

The HEADSET ADAPTER allows you to plug in a standard Headset for 
hands-free operatioa 

To place or answer a call using the HEADSET ADAPTER, simply 
touch ON/OUIEX leaving your handset on the hook. To terminate calls, 
just touch OFF. 

If you want to nave a side conversation while using the HEADSET 
ADAPTER, you can mute the microphone by holding down the ON/ 
OUIET buttoa When you are ready to resume your call, release the 
ON/QUIET button. 

Manual modem adapter 

This small urui plugs into the voice terminal, allowing you to connect a 
modem for data communication (for a computer) 
"KVansferring a call 

To transfer a call to someone else in your system you must first place it on 
hold by touching the HOLD button. Thea call the person you're transfer- 
ring the call to by touching an INTERCOM button and dialing that 
persons intercom code number. When you hear the beep, announce the 
call and hang up. 

At this point, the green light next to the line with the call you're 
transferring should be flashing rapidly When the other person picks up 
the call, the light should stop flashing and be a steady green, indicating 
that the line is in use agaia If the light continues to flash rapidly it means 
that the other person was not able to pick up the call. You may pick it up 
again yourself now by touching the line button next to the rapidly 
flashing green light. 

Recall 

On most telephone company lines, you can discorviect a call without 
hanging up. Simply touch the RECALL button This will return you to dial 
tone on the line you're on, whether it's an outside line or an intercom line, 
enabling you to make a second call inrvnediately 

If you're on a P8X or Centrex system, or have other special services, 
RECALL serves to "flash" the system (corresponding to a swiichhook flash 
on an ordinary telephone). 

Test switch 

This switch lets you know if the ligh: and ringing of your MERLIN 
phone are working correctly Push the switch away from you to the T 
(Tesi) position Observe the lights and ringing. Return the switch to the 
center position 



Volume control 

djust the volu 
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<^ . Use this control to adjust the volume of the ringer and the speaker 

bfyj^ sifDultaneously. 



HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #8 

ATTACHMENT 
TECHNICAL TERMS 

ANSWER: 
AREA CODE: 
COLLECT CALL: 
CONVERSATION: 
CUT OFF: 
EXTENSION: 

HANG UP: 
INCOMING CALLS: 
INFORMATION: 

INTERCOM: 
LONG DISTANCE: 
MESSAGE: 

MESSAGE PAD: 

PERSON-TO-PERSON: 
PICK UP: 
PUT ON HOLD: 

RECEIVER: 



a spoken or writ »n reply to a question or 
request 

three digits preceeding the phone number 
pertaining to state and region 

a call placed through an operator which is 
charged to the person being called 

formal or informal interchange of thoughts by 
spoken words 

to intercept; to interrupt; to bring to a 
sudden end 

a series of numbers added to the central office 
number which are assigned to a specific person 
or office within the organization 

to break off telephonic communication 

telephone calls coming in; entering 

knowledge communicated or received concerning 
some fact or circumstance 

an intercommunication system 

U.S. telephone service between distant points 

a communication, as of information, advice, or 
direction transmitted through a messenger or 
other agency 

a number of sheets of paper held together at 
the edge to form a tablet and which are used 
for written communication 

a call placed from one specific person to 
another through a telephone operator 

to lift the receiver when answering or placing 
a phone call 

one feature of telephone service ("hold" 
button) which allows temporary interruption 
of spoken communication 

a device or apparatus which receives electrical 
signals or waves, and makes them perceptible 
to the senses, as the part of a telephone held 
to the ear 



HACER INC./HISPANIC VOEN'S CENTER 
BILINSimL VDCATI(»JAL TRAINING 



TASK #8 

TE)CHNICAL TERMS 
P- 2 



RBCEPnOlCST: 



a person enployed to receive callexs and witfi 
the knowledge and ability to handle telephonic 
Cdnnunication. 



CALL TRANSFER! 



you pass along a call which is intended for 
another person in the office" by -using the 
hold button and the intercom- 
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TASK #8 

ACriVriY SHEET #1 J.R.ESL 

COMMUNICATIVE TASK: Offer assistarce, report or reqiaest infornation 

DIRECTIONS: Write the questions correspoixling to these answers during a 
telephone conversation. 



I'm sorry. She's not available ri^t hdw, but I'd be happy to have 
her call you. 



2. Yes, of course. I'd be glad to take a message, 



3. This is Mrs. Chandler. 



4. I'm calling from the May Conpany. 



5. Yes. I'd like to speak with his secretary. 



6. Yes. I'd like to speak with someone in the accounting department. 



7. Nd, thank you. 1 need to speak to him personally. 



8. She knows what I'm calling about. 



9. No, thanks. I'll call back at that time. 



NAME 



ERIC 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIOWAL TRAINING 

TASK #8 

ACTIVnY SHEET #1 J.R.ESL 

COMMUNICATIVE TASK: QFEER ASSISIRIO;, REPORT OR REQUEST INFOEMATICW 

DIRBCTICNS: Write the questions corresponding to thaso answers during a 
telephone conversation. 



^' available riglit now, but I'd be happy to have her 

Could I please speak to (person) ? 

2. Yes, of course. I'd be glad to take a nessage. 

Could I leave a message? 

3. Ohis is Mrs. Chandler. 

May I ask who's calling, please? 

4. I'm calling from the May Coirpany. 
What company are you calling from? 



5. Yes. I'd like to speak with his secretary. 

Is there anyone who you would like to speak t o? 

6. Yes. I'd liJce to speak with soneone in -the accounting departnent. 

May I help you? 

7. No, thank you. I need to speak to him personally. 

Could I connect you with his s ecretary? 

8. She knows what I'm calling rj»ut. 

Could you please tell me what t his is in referencd to? 

9. No, thanks. I'll call back at that tine. 



He'll be back tomorrow^ Would you like to leave a message' 



NAME Eft-IE 



ERIC 
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HACER INC ./Hispanic center 

BILINGUAL VXATIONAL TRAINING 

TASK #8 

ACTIVnY SHEET #2 J.R.ESL 

OQ^MWICATIVE TASK: Polite greetings, offer assistance, repor or request information 

or acJditional information 

DIRECTIONS: Fill in the spaces provided with the appropriate words. 
A. Greetings in cxxtfeination witii identification of organization/cxrpany . 



1. Good you for calling organization/oonpany nane . 

2. Oonpany/organization nane . toy i ^ ? 

3. Good UDming . ^ ^ May I you? 

B. Offers for assistance to caller . 

1. May you? 

2. Wiat can I .do ? 



3. Who you like speak to? 

4 . Is there anyone else vrfio would to speak with? 

5. How ^ I be of to you? 

C. Offers to take messages in ooirbination with explanations for people being called . 

1. I'm sorry. Mr. Itoberts available ri^t now. you like to 

. . . a ? 

2. I'm sorry. Mrs. Mitchell , neeting. , her to 

^ when she finishes? 

3. vk. Bowman is not at her desk rig^t now. But I'd be happy to 
her. 

4. Mr. Weber is out of the office for the afternoon. But he'd be glad to you 

^ tomorrow if you'd^^ leave . 

- NAME DATE 



HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #8 

Acnvrry sheet #2 j.r.esl 

CXIMMUNICATIVE BvSK: Polite greetings, offer assistarx:e, report or request infomation 

or additional infomation 

DIRECTIONS: Fill in the i^ces provided with the appropriate words. 

Greetings in combination with identification of organization/company . 

(Answer Key) 

Good (morning) > (Thank) you for callLng organizatior/cojrpany nane . 

2. Company/organization rame . toy l (help) (you) ? 

3. Good inoming (company/organization name j i^y i (help) ynn? 



B. Offers tor assistance to caller , 
1. toy I (_I) (help)you? 



2. Miat can I dc (for) (you) 



3. Who (would) you like ( to) speak to? 

4 • Is there anyone else who (you) would diJ^e) to speak wit±i? 
5. How (could) I be of (help) ^o you? 



Offers to take nessag es in confaination with explanations for people being called , 

1. I'm Sony. Mr. Roberts ( jg) (not) available right now. (Would) you like to 
41PHVP,) — ^ (messaye) ? 

2. I'm sorry. Mrs. Mitchell .(is at a)*? neeting. (Would) (you) (like her to 
• ^^^"^ 1 ynn \ when she finishes? 

.'3. Ms* Bowman is not at her desk ri^t now. But I'd be happy to (take a message 
JL£jar)her- ^ 

4. Mr. Weber is out of the office for the afternoon. But he'd be glad t o (call) 
( back) tonorrow if you' d diJ^e to ) i^^^^ (your) ' (number) 



ERLC 
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HACER BC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VDCATiraiAL TRAINING 



laSK #8 

ACnVITY SHEET #3 J.R.ESL 

CX»«UNICATIVE TASK: Rsport or request infomation 

DIRBCTKajS: Practice this dialogue with a partnar, using New York itelephone's 
"Teletrainer" . . 



A: Gcod morning, lhank you for calling Allied Chemicals. 

E: Patricia Winthrop, please. 

A: hlay 1 tell her veto's calling, please? 

B: Charles Jordan. 

A: Could you please tell me what this is in reference to? 

B: Yes. It's about our meeting tomorrow. 

A: Thank you. I'll see if she's available. Please hold. 

B: Yes, thank you. 
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HACER INC/ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAININS 

TASK # 8 

ACTIVITY SHEET #3 J.R.S^^L 

SCORIHC SHEET JMD FLUKNCY LEVELS 

TASK #8 

Trainee's Name ' 

Performance Objective 



Date of Test 



Criteria 


5 


H 


3 


2 


1 




Rhetoric 












X 6 = 


Register/ Style 












X 3 = 


Syntax 












X H = 


Vocabulary 












X 6 = 


Pronunciation 








.. .1 




X 1 = 



Weighted Score 

Errors Noted; 



Recommendation for additional work: 



Evaluated by: 



Resource: Miranda Associates 
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TASK #8 

ACnVITY SHEET #4 JoR.ESL 

OQ^WUNICATIVE TASK: Polite greeting, offer assistaw:e, report or 

request infonration 

DIRECn(»IS: Fill in the spaces provided with tte appropriate 
wDrds or i*irases. 



Receptionist: 

1st Caller : 

Receptionist: 
1st Caller : 

Receptionist: 
Receptionist: 



Good 



Thank you for 



Allied Chemicals. 



David Harrison, please. 
Could I ask v*k>'s 



Yes, this Henry Jacobs r 

(telephone rings for second call) 

Mr. Jacobs, could please hold for a 



? (Ansv^rs a second call) 



Good 



Thank you for 



Allied Chemicals. Could 



you hold 



please? (Switches back to first call) 



Receptionist: Mr- Jacobs, thank you for holding. I'll see if Mr. Harrison 
available . 



1st Caller : 
Receptionist: 
Mr. Harrison: 
Receptionist: 

2nd Caller : 
Receptionist: 

2xx3 Caller : 
Receptionist: 



Ihanks. 

(Receptionist informs Mr. Harrison of teleESK)ne call) 
Mr. Harrison, Mr. Jacobs is on the line for you. 



Ihank you. 

(Receptionist answers second caller) 
Sorry to keep you . May I 



you? 



Mrs. Stanford, please. 
May I ask vto's 



please? 



This is Mr. Ciomson. 

Thank you. I'll see if she available ikjw. 



DAIE 
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HACER INC ./HISPANIC WOMEN'S CEOTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #8 

ACTIVITy SHEET #4 J.R.ESL 

C30WMUNICATIVE TASK: Polite greeting, offer assistance, report or 

request infornation 

DIRECTIONS: Fill in the spaces provided with the appropriate 
words or fteases. 



Beceptionist: 

1st Caller : 

Receptionist: 
1st Caller : 



Good morning . Thank you for calling A llied Chendcals. 

David Harrison, please. 

Could I ask v*o's calling , please? 

Yes, this Henry Jacobs. 



Receptionist: 
Receptionist: 



(telephone rings for second call) 

Mr. Jacobs, could yo^ please hold for a moment ? (Answers a second call) 
Good morning . Thank you for calling Allied Chemicals. Could 
you hol d on a moment , please? (Switches back to first call) 
Receptionist; Mr. Jacobs, thank you for holding. I'll see if Mr. Harrison 
available . 



1st Caller : 
Receptionist: 
Mr. Harrison: 
Receptionist: 

2xx3 Caller ; 
Receptionist: 

2nd Caller : 
Receptionist: 



Thanks. 

(Receptionist infonns Mr. Harrison of telephone call) 
Mr. Harrison, Mr. Jacobs is on the line for you. 

Thank you. 

(Receptionist answers second caller) 
Sorry to keep you waiting . May I help you? 

Mrs. Stanford, please. 

May I ask who'^ calling , please? 

Ihis is Mr. Ihomso:.. 

Ohank you. I'll see if she is available now. 



ERIC 



ME 
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HACER INC:*/HISP"OTC VJOMEN'S CENTEK 
BILINGUAL VOCATIOJAL TRAINING 

TASK #8 

ACTIVnY SHEET #5 J.R.ESL, 

O0^MJNICATIVE TASK: Offer assistance, ^^report-or request inforriBtion or 
DIRECTICSK: acJditional infonration» 

For each of the sentenoes/questions/phrases below, oonmunicate the same idea nore 
politely* 

Exanple: Litton Industries* 

Polite form: Thank you for calling Litton Industriei?, good noming. 
May I help you? 



1. 


He's not here. 


2. 


She's late today. She's not here yet. 


3. 


He's sick. 


4. 


He said not to bother him ri^t row. 


5. 


She left early 'cause it's Friday. 


6. 


She's on the phone with somdxx3y else. 


7. 


What do you want? 


8. 


What are you callina hini/her for? 


9. 


Who is this? 


10. 


She doesn't take calls after 3jnn- 


11. 


I can't find him and I don't know when he's nming hanV. 


12. 


Wait a minute. 


13. 


She's in the bathroom. 



Use a feiendly tone vAien rephrasing the above sentences. 



NAME 



DATE 



HACER INC./HISPANIC VOEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #8 

ACTIVIT!^ SHEET #5 J.R.ESL , 

COMMUNICATIVE TASK: Offer assistance, .report or request infomiation or 
DIRBCTICX^JS: additional information. 

Ibr each of the sentenoes/questions/phrases below, conrnunicate the sane idea nore 
politely. 

Sxanple: Litton Industries. 

RDlite form: lhank you for calling Litton Industries, good noming. 
May I help you? 

1. He's not here> Smith s tepped out of the office. I take a nessage ? 

2. She's late today. She's rot here yet. ^ ^ ^ aftenrm, Nby I help yoa ? 
3* He's sick. Mr> Jcnes is oat of the cE fioe todsy. Wxildyxi like to leewe airessa^ ? 

4 . He said not to bother him ri^t now. is in a maeting. C&n I ha^ him call yoa badf. ? 

5. She left early 'cause it's Friday. Ms Kitt left far the <^y. I help yoa ? 

6. She's on the phone with sorebody else, ^fe ScntLacp is cn drother line, ^tey I help yoa ari^oold 

y^a care tD vait ? 

7. What do you want? Nby I help yoi ? 



8. What arj you calling hiiVher for? ^fey l ask vhat yxir call is in re ferenoe to ? 

9. Who is this? Nfay I ask vto is callirg please ? 

10. She doesn't take calls after 3^00 Ms Sigrund vail be in anferare all aftemocn. bfe/ I help 

' >dr? 

11. ^^^^ ^v^gl^&lS ^ ^'^ ^ i.^ pot at his de ^ 

12. Wait a minute. ^^-^ , , 

13. She's in the bathrocan. bfe jjies is net at her de^ a t the TraiBTt. can ^ retia^ 
Use a friendly tone v*ien rephrasing the above sentences. 



NAME EATE 
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HACER INC./HISPANIC WCMN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #8 

ACT1\ TY SHEET #6 J.R.ESL 

CXM4UNICATIVE mSK: Polite greetings, offer assistance, report or request 

infornation or additional infomation. 

DIRECTIOgS: 

You are responsible for all ixxxxning calls and messages. 

Write a polite sente]x:e/series of sentences to communicate by phone to a caller 
in the following situations. What you say inay include questions. 

1. SoTBone tells you h^shs is e}q)ecting a veiy jjnoportaht call, but he/she must 
leave the office for about a half hour. The call comes and you say: 



2. Someone calls to say he/she will arrive at the office late because he/she has 
to wait for the babysitter, but is ejq^ecting a few iirportant calls before 
he/she arrives. 
As each call comes, you say: 



3. Someone leaves the office early on a Friday afternoon, but gc-s a call after 
he/she leaves. 

You answer the call by saying: 



4 . Someone tells you he/she will only accept calls concerning a certain natter, 
and no others for the rest of the afternoon. 



a) You answer a call and find out that it is about that natter. 



b) You answer a call and find out that it is rr>t about that Tiatter. 



5. Someone is in the office but doesn't want to be bothered with calls for another 
hour and a half. 

You answer calls for hiiri/her by saying: 



6. Saneone left the office/his/her desk without saying v*iere he/she was going ^ 
what time/vAien he/she would be bad'. You answer a call for hinv/her. You say: 



7. Someone gives you instructions to screen all he/her calls. You do it by saying: 



8. Someone leaves his/her desk to go to the ladies Vmens' room and will be right 
back. He/she gets a call in the meantiite. You answer it and say: 



^^9^. ^' someone is on the phone, he/she receives a call. You say to the caller: 
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HAC3K INC./HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #8 

ACTIVriY SHEET #6 J.R.ESL 

0»MJNICATIVE TASK: Polite greetings, offer assistance, report or request 

infomation or additional ijifomation. 

DIRECTIONS: 

You axe responsible for all inooming calls and nessages. 

Write a polite sentence/series of sentences to conmunicate by phone to a caller 
in the following situations. What you say nay include questions, 

1. SomBone tells you he/she is objecting a very iitportaht call, but he/she must 
leave the office for about a half hour, The call oomss ax>d you say: 

g3t back to yxi> 

2. Sotnaone calls to say he/she will arrive at the office late because he/she has 
to vait for the babysitter, but is e;q)ecting a few inportant calls before 
he/she arrives. 

As each call cones, you say: 

J2xri iTPmina, Ms RAiojez is eK pected ^j^v. Nfev I take a Tressaqe ? . 



3, Someone leaves the office early on a Friday aftenxon, but gets a call after 
he/she leaves. 

You answer ^e call by saying: 

Qxd aftgntxD, hterit left for the day, ¥&/ I take a nesscge ? 



4. Soneone tells you he/she will only accept calls concerning a certain natter, 
and no others for the rest of the afternoon. 

Just a nciTEnb Mr BtijKn, let ne see if I can get her for yxi> 

a) You answer a caJ? and find out that it is about that natter. 

_..Just a narent Ms Bron, letneseeiflcarK^herfcr yoa. 

b) You answer a call and find out that it is rot about that natter. g 
Isu 9arr/> 3nith isn't cRailable. Ifeih^ I can be of telp ? ^ 

5. Someone is in the office but doesn't want to be bothered with calls for another 
hour and a half. 

You answer calls for hiJt)/her by saying: 
Mr Ppdriquez will retoLi in 2 hsurs. tey I be of help ? 



^' ^/^ ^ office/his/her desk without saying where he/she was going, 

vihat tune/whan he/she would be back. You answer a call for hinv^er. You say: 

'(,<•''/ Ms cjqnf iap sbECped cut of the cfficE. on I te of assistaxE ? 

7. Someone gives you instructions to screen all he/her calls. You do it by saying: 
May I a^ vto is calling ? 

^' bS^^iSJ'ii''^^ *?Kf ladies Vnens- room and will be right 

back. Jte/she gets a call in the meantirte. You answer it and say: 

Ms ^CTrp is rot at her dai^. can I help you ? 

ER?C ^' ^iJ^"^ ^^/^ ^^"^^ ^ call' You oay to the caller: ?« 

tfe Sleaa is cn enother bne. WUi yxi told or nsy call jcu tajc ? ^t^^^- c O 



HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #8 

ACTIVITY SHEET #1 VOCATIONAL 

DIRECTIONS: Identify the parts arid features of the AT&T Merlin 
Telephone. 




3) 




□CDS 
SHE 



9) 



10) 



1 . 

2 . 

3 . 

4 . 
5. 



6. 

7 . 

8 . 
9. 

10. 



ERJC 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK «8 

ACTIVITY SHEET #1 VOCATIONAL 

DIRECTIONS: Identify the parts arid features of the AT&T Merlin 
Telephone. 




J . 


Automatic line 


selection 


6 . 


Red indicator light 


2, 


Intercom 




7 . 


Green indicator liqht 


3. 


Receiver 




8. 


Intercom auto dial 


A . 


Volume control 


switch 


9 . 


Hold 


S. 


Cord 




10> 


Recall 



NAME 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK # 8 

ACTIVITY SHEET #2 VOCATIONAL 

DIRECTIONS: Insert the words from the list in the corred 
spaces for the following sentences. 



1. Indicator lights 

2 . Green light 

3. Flashing light 

4. Recall button 

5. Volume control switch 



6. Intercom 

7. Hold button 

8. Red light 

9. Automatic line selection 
10. Receiver 



1. You can ^et a dial tone on the Merlin Telephone without pushing 
a button this feature is called 

2. To converse with someone else in your office ^you would press 
the button. 



3. The 
ringer. 

4. The 



controls the loudness of the telephone's 
tell the status of your telephone lines. 



5. A free line is indicated by_^ 

6. A busy line is indicated by 



7. A line "on Hold" is indicated by 

8. You can make a call without hanging up by pressing the 
button. 



9. You speak into the 

10. You have two calls, you must answer them, you press the 

^to" make one of the callers wait. 



NAME 



DATE 



mc 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK # 8 

ACTIVITY SHEET #2 VOCATIONAL 

DIRECTIONS: Insert the words from the list in the correct 
spaces for the following sentences. 



1. Indicator lights 

2. Green light 

3. Flashing light 

4. Recall button 

5. Volume control switch 



6. Intercom 

7. Hold button 

8. Red light 

9. Automatic line selection 
10. Receiver 



1. You can cfet a dial tone on the Merlin Telephone without pushing 
a button this feature is called Automatic line self^ctl nn 

2. To converse with someone else in your office ,you would press 
the intercom button. 

3. The volume contmi controls the loudness of the telephone's 
ringer. 

4. The indicatQ>r lights tell the status o:: your telephone lines. 

5. A free line is indicated b y t^^h ^^yh-^ . 

6. A busy line is indicated by Green Ixgnt ^ 

7. A line "on Hold" is indicated byT^^^^^^^ ^^^^^ 



8. You can make a call without hanging up by pressing the Rgcall button 
button. 

9. You speak into the Receiver 



10. You have two calls, you must answer them, you press the 
Hold button to' make one of the callers wait. 



NAME 



DATE 
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HACER/ INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #8 

OPERATION sheet; ANSWER SEVERAL INCOMING CALLS. 

I. MATERIALS 

a. AT&T Merlin 820 Telephone system. 

b. Pencil/pen. 

c. Paper. 

II. PRDCEDURE 

How to answer several incoming calls. 

1. If there are 2' incoming calls, you will see two blinking 
lights, answer the first on that started blinking by 
pressing the button next to the light. 

2. Give appropriate greeting (Good morning, Good afternoon). 

3. Identify your organization. 

4. Ask caller "Will you please hold the line?". 

5. Place calls on hold. (Press "Hold" button). 

6. Answer second call (press button next to blinking light). 

7. Give appropriate greeting (Good morning. Good afternoon). 

8. Identify your corporation. 

9. Ask caller "Will you please hold the line?". 

10. Return to first caller (press button next to blinking light). 

11. Thank caller for holding. 

12. Ask caller "May I help you?". 

13. Ascertain if you can handle the call yourself or if another 
staff person can take the call. (If the call will take a 
lengthy time, ask another staff person to handle the second 
call) . 

14. If the call is for a particular person, ask the caller for 
their name, and place the call on hold (say "please hold") . 

15. Notify the person the call is directed to by saying 

"Ms. you have a call on 44 or 89. It Mr. ." 

Always give the last two digits of the line and the name 
of the caller. 

16. Return to second caller (press button next to blinking light) 
(If another staff person hasn't handled it) . 

17. Thank caller for holding. 
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HACER INC./HISPANIC VJOMEN'S OMER 
BILINGUAL VXATICWAL TRAINING 

TASK #8 

OPERATIOJ SHEETT #2: ANSVER SEVERAL INCX)MING CALLS 
p. 2 



18. Ask caller "May I help you?" 

19. Ascertain if you can handle the call yourself or ^f another 
staff person can take the call. (If the call will take a 
lengthy time) . 

20. If the call is for a particular person, ask tha caller for 
their name, place the call on hold. (Say "please hold") . 

21. Notify the person the call is directed to by saying 

"Ms. you have a call on 44 or 89. It is Mr. . 

Always give the last two digits of the line and the name 
of the caller. 
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HACER INC/HISPAIIIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #8 

JOB SHEET: ANSWER SEVERAL INCOMING TELEPHONE CALLS 
PRACTICE 

DIRECTIONS: You will be given the use of the teletrainer. The 
facilitator will assume the role of the "Caller" and will make 
three(3) telephone calls to you ("Person Called") which 
involve situations similar to those which occur in a business 
office. You must answer the telephone calls and either offer 
assistance or transfer the call if the call is for someone 
else • 

SITUATION # 1: 
Caller: (Facilitator) 

Your name is Cynthia Ayala. You are calling the Hispanic 
Women 's Center to obtain the address of the Center. 

Person Called: (Participant) 

The receptionist is out to lunch and has asked you to sit-in at 
the telephone until he/she returns. 



SITUATION # 2 
Caller: (Facilitator) 

Your name is Samuel Hernandez. You are trying to reach Ms Santa 
Villafane at the Hispanic Vt^ocen's Center. 

Person Called: (Participant) 

You are Ks Villafane's secretary. Any calls to Ms Villafane 
should be transferred to her. Ms Villafane prefers that you 
announce the caller's name and extension when you transfer -fcli£-- 
■t ransf »r any calls to her. 

SITUATION # 3 

Caller: (Facilitator) 

Your name is Harisol Cortez. You are a salesperson for 
Commodore Computers. You are calling the Center to try and make 
a sale. 

.Person Called: (Participant) 

Your supervisor does not want to be disturbed by salespersons. 
He/she has asked you to Dcreen all calls. 



ERLC 
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HACER INC/KISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #8 

JOB SHEET: ANSWER SEVERAL INCOMING TELEPHONE CALLS 
PRACTICE : FACJLITAOR WORKSHEET 



DIRECTIONS: Using the teletrainer, the facilitator and the 
participants are to provide the dialofiue for the three (3) 
••situations" found below • 

The facilitator will assume the role of the "Caller" and the 
participant will assume the role of the "person Called". 
The facilitator should be able to vary the' inf ori^.at ion given to 
the participants in each call in order to elicit various 
responses. This will avoid duplication in the performance of 
the task. 

Note: Make certain that the participant understands the role 
he or she will play. 



SITUATION # 1: 
Caller: (Facilitator) 

Your name is Cynthia Ayala. You are calling the Hispanic 
Women's Center to obtain the address of the Center, 

Person Called: (Participant) 

The receptionist is out to lunch and has asked you to sit-in at 
the telephone until he/she returns. 



SITUATION # 2 
Caller: (Facilitator) 

Your name is Samuel Hernandez. You are trying to reach Ms Santa 
Villafane at the Hispanic Women's Center. 

Person Called: (Participant) 

You are Ms Villafane's secretary. Any calls to Ms Villafane 
should be transferred to her. Ms Villafane prefers that you 
announce the caller's nanie and extension whtn you transfer the 
transfer any calls to her. 



ERLC 
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HACER INC/ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIOIIAL TRAINING 



TASK # 8 

JOB SHEETzFACILITATOR WORKSHEET 
Page 2 



SITUATION # 3 
Caller: (Facilitator) 

Your name is tlarisol Cortez. You are a salesperson for 
Comoodore Computers. You are calling the Center to try and make 
a sale. 

Person Called: (Participant) 

Your supervisor does not want to be disturbed by salespersons. 
He/she has asked you to screen all calls. 
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HACER INC/HISPANIC WOHEN^S 2EKTER 
BILINGUAL VOCATIONAL TRAINING 

TASK # 8 

JOB SHEET: ANSWER SEVERAL INCOMING TELEPHONE CALLS 
EVALUATION 

DIRECTIONS: The facilitator will take you to the 
business office of Hacer Inc/ Hispanic Women's Center. 
The staff will be introduced to you. In addition, you 
will be given a list of the staff and their telephone 
extension codes. The facilitator will sit you at the 
receptionist's desk. You must answer four incoming calls 
to the Center. Either offer assistance or transfer the 
call to the appropriate staffperson. 
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HACER INC/ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #8 





TASK: Answer several iixxDming telepiione calls 


Directions: Demonstrate mastery of answering several telephone 
calls on an AT&T Merlin System. 


This test evaluates your ability to* "a«o,,-»-. « ' i , - ■ 

'The ftcilitator will sit v«,, "^^^ ^flv*®""®^*^ telephone"^ calls . ' 
You must answer four dlrZ,L^°'^.''^^^ nniUUine telephone. 
^r«n«f^'?JL^Jr.i^°°^_^J^8 and either offer assistant. 


Y No. 


«Ki^4.uiJij.uLe person wlLh 100% i 

Your performance will be evaluated using the items below. 
All must be "YES" 


ii:cura 

YES 


r NO 


Il . 


J Were the calls answered promptly? 








Were the proper greetings made? 






r • 


1 Were the calls answered courteously? 






r* 


1 th?o55LS?"go?S XSifl/"^'""''^^ interested 






5. 


1 '??L„'l;%SS°?^J first can 






6. 


Was the first call transferred immediately to 
the appropriate person? 






7. 1 








8. 1 


lpEr§i??Sfe^alk^^^"=^^^^^^ immediately to 






9. 


Were the calls properly concluded? 






0. 1 




1 







CCiU." , 















o 

ERIC 
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HACEli iNC/lliSi'ANIC WOWEN'S CENTEU 
iilLlNCUAL VOCATIONAL PKOJt'CT 



TASK #8 



PlSI^romANCE TEST 


"^^i Answer 8ev«r«l incoming telephone calls . 


wai be used by the JRE instructor to evaluate the 
participant during the vocational perfomonce. 


1. Used appropriate polite greetings? 


YES 


NO 










2. Used appropriate polite requests in seeking 

mfOCTTHt-inn? 








2« Verified information? 








4. Accurately reported information? 









Trainee 


Data 


Attenpts 


Instructor's Signature 
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TASK tf 9 

TAKE AMD DESSIMINATE TELEPHONE MESSAGES 



ERIC 



RELATED COMMUNICATIVE TASK:_ ^_ 

VOCATIONAL TASK; Take ^nd diaseminato telephone messdges 



Utilize writiiig skills, report tactual information, seek clarifl:ation nd requebt iniormation. 



PERFORMANCE 
OBJECTIVE 



STEPS AND TECHNICAL 
KNOWLEDGE 



Given a telephone c^nd three incoming calls in Engiisn, record me^>sage oh d message pad and disseminate 
messages on message board with 100% accuracy. 



TECHNICAL TERMS 



1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 



SEE ATTACHMENT 



TOOLS AND MATERIALS 

Telephone message board 
Telephone message pad 

Pencil /p^n 
Teletrainer 



BACKGROUND KNOWLEDGE 

Basic knowledge of telephone 
coiDiDunicat ion. 



SAFETY 

Secure telephone cords and wires 
to prevent tripping. 



ATTITUDES 
I^cognize importance of verifying a I 
information 

I^cognize importance of recording al 
the details. 

Speak in a courteous manner 



Answer Screen 
Area code Put on hold 
Collect call Receiver 
Conversation Receptionist 
Cut off Verification 
Disseminate 
Extension 
Hang up 
Incoming calls 
InfoiTtation 
Intercom 
Long distance 
Message 
Message pad 
Person- to-person 



LANGUA'JE 
FUNCTIONS 



COMhUNlCATIVE SKILLS 

Passive: Listening comprehension 

Reading conprehension 
Active : Speaking 

Writing 

FUNCTIONS 

Report factual inforoiation 
Seek clarification 
Request information 



STRUCTURES 



Spelling (individual letters) 

Modals (polite request) 

Wh-/ Y/N Questions 
Reported speech 



LEARNXhG ACTIVITIES AND RESOURCES 



VOCATIONAL 



LEARNING STRATEGIES 

a. Lecture (small group): 
Facilitator identifies equipment and 
materials . 

b. Facilitator demonstrates procedure for 
taking and disseminating telephone messagf-s. 

G. Practice activities Hi land 2 
d. Hands on practice-role playing 



EVALUATIO N 

Perfomance Tests 



3. RESOURCES 



using Teletia)rer. 



a. Information/C^^eration, Job and Activity £!ieets 

b. Facilitator 

c. New York TelephDr^ "Teletrainer" 



J.R.ESL 



LEARNING STRATEGIES 

FacilitatxDr demDnstrates how ♦•o verify 
names by using polite requests and 
spelling individual letters. Activity 
Sheets #1,2,3,4 and 5. 



2. E VALUATION 
Perfomance Tests 

3. RESOURCES 

a. FacilitatxDr 

o. Activity Sheets 

c. New York TtlephDne "Ifeletraii^r" 



42 



erJc 



43 



KACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #9 

INFOKMATICW SHEET 

INTRODUCTION: TAKE AND DISSEMINATE TELEPHCWE MESSAGES 

A. TAKING TELEPHONE MESSAGES 

f 

Receptionists handle quite a few telephone ca? Is every day. 
In addition to giving information to callers, they also have 
to know how to record inf ormation* 

Receptionists are a lot like newspaper reporters; they're 
good listeners, they ask the right questions, and they get 
all the important details. 

B. TIPS FOR GETTING DETAILS 

1. Get th3 caller's name and the person he or she wishes to 
speak to. 

2. Get as many locational details as possible-the caller's 
company name and/ or address and phone number. 

3. Ask the caller to spell all names. Don't take any spellings 
for granted. 

4. Repeat the information as the caller gives it to you. If 
you don't understand the message, say so. 

5. Try to get the essential details 

6. Verify all information before yc nang up. 

C. RECORDING THE DETAILS 

1. Whom is the message for? 

2. When did the person call? 

3. Who called? 

4. Where can caller be reached? 

5. Don't forget to note the area v'rode. 

6. Messages are brief and include only the important details. 

7. Sign or initial the message with your name. 

D. ALWAYS REMEMBER 

1. Write down every message completely and put it in a con- 
spicuous place as determined by office rules and regulations. 

2. Check the accuracy of names and numbers received over the 
telephone by repeating them very clearly . 

3. Be brief, courteous, and businesslike. 

4. When another is telephoning, stop typing if it seems to inter- 
fere with his hearing the message. 

5. Keep an index tof frequently called numbers beside the 
telephone. 
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TASK #9 

INPOBMATION SHEET 
•p. 2 



E. CALLS FOR THE BOSS 

1. When someone calls your boss, you should ask for his 
name and company. 

2. Then you should put him on hold while you tell your 
bo'ss who's calling. 

3. If your boss is too busy to take the call, you should 
take a message* 

4. You should al. :> take a message when your boss is in con 
ference. Use a message pad. Keep it next to the 
telephone. 
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TASK #9 

INFORMATION SHEET: TELETRAINER 
INTRODUCTION : 



Using the Teletrainer 



L Introducing the Teletrainer 

The Teletrainer consists of two activated telephones and a loudspeaker-control 
unit. It provides dial tone, ringing and busy signals. This "live" telephone equip- 
ment is an aid in creating realistic classroom situations (or practice in develop- 
ing conversational skills. 



Model of 
Teletrainer 




Students using the telephones should face AWAY FROM each other and the 
class, so that they .... 

• rely on voice to-voice methods of conveying ideas and creating 
impressions. 

• arc not distracted or influenced by expfessions of others. 

Each telephone is especially equipped with a cord 25 feet in length so that the 
instruments can be placed well apart in the classroom. 



RESOURCE: Teletraininq for Business Studies , AT&T, 1965. 



HACER INC* /HISPANIC WOMEN'S CEr:TER 
BILINGUAL VOCATIONAL TRAINING 

TASK #9 

FACILITATOR WORKSHEET : TELETRAINER/ROLE-PLAYING 




DiAvx^CTiONS . 

Use of the Telelrainer; The calU are designed to be used with the Telelraincr. 

It consists of two activated telephones attached to a 
loudspeaker, allowing all members of the class to par* 
ticipate by listening to the practice sessions. A real* 
istic situation is created by having students face away 
from each other and the class. 



Practice Call? : 



Tiiese calls provide dialogue and relate to . oilice 
, situations. Each call is intended to accom- 
plish specific techniques. 

In order to provide practice in handling office tele* 
phone calls, a scene has been selected around which 
a series of incoming ^ ^ calls have been 

centered. The calls may be role-played in sequence or 
developed independently of one another. 



Practice Situations; 



Office . situations where students supply the 

dialogue » provide additional 

practice, to reinforce techniques covered in practice 
c«\lls, and to help meet the goal — to express oneself 
adequately, coherently and effectively. These situa* 
tions provide the information needed 'fo ^^JUk^ei 
^ call in a realistic manner. 
KKSOURCE: Teletrui ninq for Business btuai^; ^ AT&T, 1965 • 
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TASK #9 

TECHNICAL TEEMS 



ANSWER: 
AREA COEE: 

COLLECT CALL: 

COWERSATION: 

CUT OFF: 
DISSaHNATE: 
HANG UP: 
INCOMING CALLS: 
INFOEMATION: 

INTERCOM: 
LONG DISTANCE: 
MESSAGE: 

MESSAGE PAD: 

PERSCN-TO-PERSON: 



SCREEN: 

PUT on HOLD: 

RECEIVER: 

RBCEPTIOIIST: 
VERIFICATION: 



a spoken or written reply to a question or request. 

three digits preceding the telephone number pertaining 
to state and region. 

a call placed throu^ an operator vMch is charged to 
the person being called. 

fornal or infornal interchange of thou^ts by spoken 
words. 

to intercept; to interrupt; to bring to a sudden end. 

to disperse throughout, to spread widely. 

to break off telephonic ooninunication. 

telephone calls coming in; entering. 

knowledge ccsnnunicated or received concerning sate fact 
or circumstance. 

an interoffice oomrnunication system. 

U.S. telephone service between distant points. 

a communication, as of information, advice, or direction 
transmitted through a messenger or other agency. 

a nurnber of sheets of paper held together at the edge to 
form a tablet and viiich are used for written coninunication. 

a call placed from ox^ specific person bo another through 
a telejtone operator. 

to shelter or protect (screening calls and visitors) . 

one feature of telephone service v^ch allows tCTporary 
intemption of spoken ocHmrunication. 

a device, or apparatus v*iich receives electrical signals 
or wave-, and makes them perceptible to the senses, as 
the part of a telephone held to the ear. 

a person eitployed to receive callers ai\d with the knowledge 
and ability to handle telephonic oomnunication. 

to prove to be true; oonfirnation. 
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lASK #9 

ACnvnY SHEET #1: J.R.ESL 
OC»WUNICATIVE TASK: Request Infornation 

DIRBCTIC»B: Read the dialogue. Use the list of substitutions for the 
italicized vrords in the blank spaces provided for in the 
revised dialogue. 



Substitutions 

Ooul4/to 

office 

telephone 

wish/ring him for you. 
Yes, please. 
Don't mention it. 



DIALOGUE 



REVISED DIALOGUE 



A 
B 
A 

B: 
A: 
B: 



May I speak with David Jones, please? 

He works in another building. 

Would you give me his phone number, please? 

If you h'kf, 1 can connect you. 

Fine. Thank you very much. 

Not at all, sir. 



A: 



I speak David Jbr^s, please? 



B: 
A: 
B: 
A: 
B: 



Would you give me his 



He vorks in aix>ther 



If you , I can 



. Thank you very much. 



nuinber, pleas 



NAME 



DATE 



RESOURCE: Adapted from On Speaking Oterns , 
Collier MacMillan 
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TASK #9 

ACTIVnY SHEET #1: J.R.ESL 
OOWIUNICATIVE TASK: Request Infbrnation 

DIRECTIONS: Read the dialogue. Use tlie list of substitutions for the 
italicized vrords in the blank spaces provided for in the 
revised dialogue. 



Substitutions 

Ooulci/tD 

office 

telephone 

wish/ring him for you. 
Yes, please. 
Don't mention it. 



DIALOGUE 



REVISED DIALOGUE 



A 
B 
A 
B 
A 
B: 



May I speak with David Jones, please? 

He works in another building. 

Would you give me his phone number, please? 

If you Uke, I can connect you. 

Fine. Thank you very much. 

Not at all, sir 



B 
A 
B 
A 



A: 



B 



Could I speak to David Jones, please? 

He wDrks in another office . 

WDuld you give me hi stelegtone number, please? 

If you wish, I can ring him for you > 
Y es , please . Thank you very much. 
Don^t mention it . 



NAME 



DATE 



RESOURCE: Adapted from On Speaking Texns, 
Collier MacMillan 



mc 
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A: 
B: 
A: 
B: 



B: 
A: 
B: 
A: 
B: 



TASK #9 

ACTIVnY SHEET #2: J.R.ESL 



CXmJNICATIVE TASK: 



DIRECTIONS: 1. 



2. 



Request infornation 
Report infonration 
Utilize writing skills 
Seek clarification 

Read the dialogue. Use the list of subsUtutions for the 
Italicized wrds in the blank spaces provided for in the 
revised dialogue. 

^ "^ge for the original di alogue on the iressage form below. 



DIALOGUE 



Substitutions 
there 

te stepped out/give 
Drug Corpany 
again 
telephone 
renainder 
Will he be 
VSbuld you like 
Oould 



him 



HcIIo, is Mr, Johnson in? . 

No, Tni sorry he*s not in right now. Can I take a message? 
Yes, could you tell him Mr. Watson of Mason Drugs called? 
Yes. Should I tell him that you*lI call back, or do you want 
him to call you? 

Lct*s see. Tm going to be out of the office for the rest of the 

day. Is he free tomorrow morning? 

Yes, he is. Do you want him to call you? 

No, that*s O.K. What if I call tomorrow around ten? 

Tomorrow at ten? That would be fine. 

Thank you. Good-bye. 

Good-bye. 



REVISED DIALOGUE 



A: Hello, is Mr. Johnson 



. Can I 



TO 





nr 






rifT. 


rn TCLC^HOMtO 

n ncTu^MCo roan call 

n PLEASE PHOHf 


□□□ 


WILL Call acain 

CAME TO SEE VOU 
WANTS TO lEE VOU 



B: No, I'm 5 ry 

message? 

A: Yes, coulc you tell him Mr. Vfetson of 

the Ma^n called? 

B: Yes. Should I tell him that you'll 

call ? 

A: let's see. I'm going to be out of the 

office for the of the day. 

free tOTDrrow noming? 

B: Yes, he is. him to 

call you? 



I call tonDrrow 



A: No, that's o.k. _ 
around ten? 

B: Tatorrow at ten? That would be fine, 
A: Thank you; good-bye. 
8: Good-bye. 













1 04TC 
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DATE 
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A: 
B: 
A: 
B: 



B: 
A: 
B: 
A: 
B: 



TASK #9 

ACTIVnY SHEET #2: 
CX}^MJNICATIVE TASK: 



J.R.ESL 

Request information 
Report infornation 
Utilize writing skills 
Seek clarification 



DIRECTIONS: 1. Read the dialogue. Use the list of substitutions for the 
italicized vords in the blank spaces provided for in the 
revised dialogue. 

2. Write the nessage for the original dialogue on the message fonn below. 



DIALOGUE 



Substitutions 
there 

he stepped out/give him 
Drug Oonpany 
again 
telephone 
remainder 
Will he be 
Wbuld you like 
Oould 



Hello, !s Mr. Johnson in? 
No, Ym sorry he*s not in right now. Can I take a message 
Yes, could you tell him Mr. Watson of Mason Drugs called? 
Yes. Should I tell h; n that you'll call back, or do you want 
him to call you*^ 

Let's see. Tm going to be out of the office for the rest of the 

day. Is he free tomorrow morning? 

Yes, he is. Do you want him to call you? 

No, that's O.K. What if I call tomorrow around ten? 

Tomorrow at ten? That would be fine. 

Thank you. Good-bye. 

Good-bye. 



REVISED DIALOGUE 



B: 



B: 



TO- 



7(/0te One 











n TCtCPMONCD 

METUMNCD VOU« CALL 
n »*LC A$C PMONC 


WILL CALL AGAIN 
rn CAME TO SEE VOU 
WANTS TO SEE VOU 



: Hello, is Mr. Johnson there? 
No, I'm sorry he stepped out .Can I 
giT7P> him a message? 
Yes, could you tell him Mr. Watson of 

the Mason pryig Company called? 
Yes. Should I tell him that you'll 
call again ? 
A: I^t's see. I'm going to be out of the 
office for the renainder of the day. 
will _be free tonorrow morning? 

B: Yes, he is. Wbuld you like him to 
call you? 

A: No, that's o.k. Oould I call tcmorrow 
around ten? 

B: ToTDrrow at ten? That would be fine. 
A: Thank you; good-bye. 
B; Good-bi'e. 



NAME 



DATE 



rORM 9I.S0I4O 



pn|ir>" RESOURCE: On Speaking Terms / Collier/MacMillan. 
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ACTIVTIY SHEET #3: J.R.ESL 

CXWMLJNICATIVE TASK: Wh and Y/fi questions 

MDdals for polite requests 
Seek clarification 

DIRECTIONS: Por the naibered sections, 1-5, of the message form below, write 
at least one question corresponding to the :lnfontation which 
would be r^rted at each line nun±)er. (Include nodals vAiere possible) . 



Ex. Line 1: Oould you please tell me v*x)'s calling? 

or 

^fay I have your name, please? 



TO- 



TC^/UU TOefic Out 



1. 




1. May I have your name, please? 


• 


2. 


or 


2. 


• 


3. 


phOnf mo 




3. 


• 


4. 


Q tclephonco 

n «CTU«NCO YOUH CALL 

n plcaSC phonc 


WILL Call again 

n CAMC TO sec YOU 
n WANTS TO SEE YOU 


4. 


• 


5. 






5. 


• 





T AKCN ftV 


P ATK 


TiMK 



NAME 



ERIC 



DATE 
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T3\SK #9 

ACTIVrrY SHEET #3: J.R.ESL 

CXMDNICATIVE TASK: Wh and Y/N questions 

MDdals for polite requests 
Seek clarification 

DIRECTICWS: For the numbered sections, 1-5, of the message form below, write 
at least one question corresponding to the information viiich 
vgould be r^rted at each line nurrber. (Include itodals v^iere possible) 



Ex. Line 1: Oould you please tell me vivD's calling? 

or 

May I have your naite, please? 



TO- 



2. 

3. 
4. 



W/UU 7(fenc Out 



Phone no 

Q telephoned 

ri RETURNED YOUR CALL 

ri PLEASE Phone 



p*] WILL Call again 

n CAME TO SEE YOU 
I \ WANTS TO SEE YOU 



1, May I have your name, please? . 

2, Will you please repeat yoxor cxHtpany name? 

4, Will you be calling Mr. later taoday? 



5. 



5, Could you tell me \^t this is in reference to? 



T AKCN BY 



rORM 9t'S0S4O 



NAME DATE 
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TASK #9 

ACTIVITY SHEET #4 J.R.ESL 
FACILITATOR WORKSHEET 

CC*WUNICATIVE TASK: Utilize writing skills, listening skills and 

spelling (individual letters) 

DIRECTIONS: The facilitator will read, then spell out the following 
list of names to the participants, v*x) will write tliem 
on the attached sheet. 



1. 


George Jensen 


2. 


Gerry Hinnnan 


3. 


I^rio D'Aiutx) 


4. 


Karen Jackson 


5. 


Carmen Figueroa 


6. 


Eileen J. Ong 


7. 


Charles Daskilakis 


8. 


W&lter E. Zerba 


9. 


Ian J. Van Ek 



10. Mary Brown 



HfiCER mC ./HISPANIC WOMEN'S CEMIER 
BILINGUAL VOCATIONAL TRAININS 

TASK #9 

ACTIVITir SHEET #4 J.R.ESL 

OO^MJNICATIVE "mSK: Utilize writing skills, listening skills, and 

spelling (individual letters) 

DIRECTIONS: Ihe facilitator will read, then spell out 10 names from 
a list. You will write each name on the spaces provided 
on this sheet. 

1. 

2. 

3. 

4. _ 

5. 

6. 

1. 

8. 

9. 

10. 



NAME 



DATE 
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TASK #9 

ACTIVITy SHEET #5: J.R.ESL 

OOMUNICATr;E TASK; Report factual information 

Seek clarification 
Utilize writing skills 



DIRECTIONS: A. Consult the oorrpleted message form to help you fill in 
the blanks in the attached dialogue. 

B. Practice the ooirpleted dialogue with a partner using the 
New York Telejdx>ne OOTpony's "Teletrainer" . 



To 



Kathy Tannen 



Date_ 



1/25/87 



.Time 



11;05 (77) 



WHILE YOU WERE OUT 

1^ r, Charles Bailey 



of 

Area Code 
& Exchange- 



Weiss Consulting 



(516) 242-4200 



TELEPHONED 



CALUDTO SEE YOU 



WANTS TO SEE YOU 



PLEASE CALL 



WILL CALL AGAIN 



Uf^QENT 



AETUANEDYOUf^ CALL 



Message Wants to postpone meeting 
till week after next> 



P> S. 

Optfitof 



o 

ERIC 
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TASK #9 

ACTIVrnf SHEET #5: J.R.ESL 
p. 2 

OCMUNICATIVE TASK: Report factual infontation 

Seek clarification 
Utilize writing skills 

DIPBCTIONS: Fill in the blanks in the following conversation: 



A: Long Island Savii>gs Bank. Kathy Tannen's office. 
B: May please speak to Ms. l&nnen? 

A: I'm sorry. She's not available ri<^t now. Can take a ? 

I can have her you later. 

B: Yes, I'll leave a message. 

A: I ask veto's calling, please? 

B: Ihis is Charles Bailey from Weiss Consulting. 

A: you like to give me nurrber? 

B: It's area code 516/242-4200. And the message is for her to call me about 
the meeting we have scheduled for next week. I'd like to postpone it until 
the week after. 

A: That's area code . You want her tD about 

the next week. 

B: That's correct. 

A: Ihank you. I'll her you. 

B: Thinks. Good-bye. 



NAME DATE 
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TASK #9 

ACTIVITY SHEET #5: J.R.ESL 

CQMUNICATIVE TASK: Report factual infontation 

Seek clarification 
Utilize writing skills 

DIRECTIONS: Fill in the blanks in the followLig conversation: 



A: Long Island Savings Bank. Kathy Tannen's office, 
B: May JC^ please speak to Ms. Tannen? 

A: I'm sorry. She's not available ri^t now. Can i_ take a message ? 
I cd:: have her call you later. 

B: Yes, I'll leave a message^. 

A: May I ask v*X)'s calling, please? 

B: This is Charles Bailey from Weiss Consulting > 

A: Would you like to give rcB your telephone number? 

B: It's area coc3e 516/242-4200. And the message is for her to call me about 
th'^ meeting we have scheduled for next week. I'd like to postpone it until 
thv^ week after. 

A: That's area code 516/ 242- 4200 > You want her to n^^n ynn about 
the meeting next week. 

B: That's correct. 

A: Thank you. I'll have her call you. 
B: Tlanks. Good-bye. 

NAME DATE^ 



ERIC 
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TASK «9 

ACnvnY SHEET #1: VXATIONAL 

DIREJCncxiS: Ansv^ all of the following guastions. 

A. Put a check next to each task that a receptionist might do, 
^ operate a switchboard 

show hospital patients to the appropriate waiting room 

T appointments for some visitors 

..^^ interview Job applicants 

• type lertters when not seeing visitors 
.^...^^^ decide which visitors to admit to the office 
ask office guestn their names and addresses 

^ supervise other employees 

S^^^et people in a professional manner 

purchase pencils from salesmen 



B. Name 3 things you wuld ask the caller to repeat or spell out. 

1. 

2. 

3. 



C. Name 4 inpDrtant details you need ^ know in order to take a message? 

1. 

2. 

3. 

4. 



NAME DME 
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13^ #9 

ACTIVITY SHEET #1: VDCATIC»JAL 

DIREXrnONS: Answer all of the following questions. 



A. Put a check next to each task that a receptionist might do. 

^ operate a switchboard 
— — show hospital patientL to the appropriate waiting room 
y nake appointments for some visitors 

interview Job applicants 
^ "type liters when not seeing visitors 
^ ■ decide which visitors to admit to the office 
— ask office guests their names and addresses 
supervise other employees 
.y ■ greet people in a professional manner 
purchase pencils from salesmen 



B. Name 3 things you would ask the caller to repeat or spell out. 

1. Name 

2. Coirpany nams and address. 

3. Telephone number 

C. Name 4 inportant details you need to know in order to take a message 

1. Name of caller, 

2. Telephone nurnber of caller. 

3. Name of person being called. 

4. Time and date of telephone call. 



NAIVE 



DATE 
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TASK »9 

ACTIVITY SHEET #2: VOCATIONAL 

DIRECTIONS: Answer the following in conplete sentences. 

1. What dDes it mean to "verify all infonration" before hanging vp? 



2. When someone calls to speak to your boss and he/she is in conference^ 
vrfiat do you do? 



3. What kind of infomation is essential vrfien recording a telephone message? 



4 . Name three basic qualities of good oortinunication that should be present 
iji taking telephone messages. 



5. What should you do once you have answered a call and recorded the message 



NA^4E DATE 
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TASK #9 

ACTIVITY SHEET #2: VOCATIONAL 

DIRECTIONS: Answex the following in cxanplete senterces. 

1. What does it mean to "verify all infonnation" before hanging tp? 

lb verify all iiJornation before hanging up means to irake certain that 
you nave notated all details; correct name, telephone number, spelling, 
and that the caller has confirmed them. 



2. When someone calls to speak to your boss and he/she is in oonfereix:e, 

what do you do? You e:?)lain to the caller that your boss is in a meeting, 
and that you vrould take a message and will see that he gets it. 



3. What kind of inforration is essential v*en recording a telephone message? 

M=inp, a:\nxTanyi t^ I ephono nurfc o r a a d m sg sag e of oallor, — l^te tijte 
and date of call; initial the message you have taken, 

4 . Name three basic qualities of good correnunication that should be present 
in taking telejdiDne messages. 

Courtesy, friendliness, businesslike. 



5. What should you do once you h-ave answered a call and recorded the message? 
Distribute messages to appropriate persons. 



NAME 



DATF 
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TASK #9 
ATHACHMEMr 

STEPS AND TECHNICAL KNOWLEDGE 

1. Have message pad, writing materials on desk next to phone. 

2. Answer phone by the third ring. 

3. Identify your organization. 

4. Identify yourself. 

5. Ask caller, "May I help you?" 

6. If person being called is not in the office, offer to help 
or take message. 

7. Listen to caller carefully. 

8. Verify all the important details such as, caller's name, 
company, area code, phone number, extension (if any). 

9. Write message in brief, clear, concise manner. 

10. Attach the message to the message board under- the name of 
the person for whom the call was intended. 



ERIC 
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TASK #9 

OPERATION SHEET #1 

OPERATION: TAKE AND DISSEMINATE TELEPHONE MESSAGE 

I. MATERIALS 

a. Teletrainer 

b. Messdoe pad 

c. Pencils and/or pens 

d. Teletrainer 
II. PROCEDURE 

1. Have message pad, writing materials on desk next to phone. 

2. Answer phone by the third ring. 

3. Identifv your organization. 

4. Identify yourself. 

5. Ask caller, "May I help you?" 

6. If person being called is not in the office, offer to help 
or take message. 

7. Listen to caller carefully. 

8. Verify all the important details such as, caller's name, 
company, area code, phone number, extension (if any). 

9. Write message in brief, clear, concise manner. 

10. Attach the message to the message board under the name of 
the person for whom the call was intended . 



ERIC 
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TASK #9 

OPERATION SHEET #2 

OPERATION; OPERATING THE TELETRAIfJEK 



PREPARATION 

• Place control unit on lable, with speaker (side opposite controls I 
facing the class. 

• Attach telephones to control unit. (Plugs fit only one wa).l 

• Plug power cord into AC outlet only. 

• Turn switch to ON. 

• Adjust VOLUME control so that all in the room can hear. 

• Move telephones farther from unit if a feedback "\u>^s^ deM-loj)>. 
PROCEDURES FOR TELETRAINER OPERATOR 

• Depress DIAL TONE control when caller lifts telephone receiver. 

• Relea>e this control when caller bejiins to dial. 

• Depress RING LEFT or RING RIGHT control, as appropriate, when 
dialin^r ha-- been completed. 

• Release this control when telephone is answered. 
For variation, the Teletralner operator nia> .... 

• depress BLSY SIGNAL control after dialings ba> been eompleted. 
iThe alert caller will recognize the signal and act accordiiifil)— hanj: 
up the receiver, wait a short while, and re-dial the nu \\h'T.\ 

• delay providinji dial tone. I The caller should be aware that he must 
wait for dial tone before dialing.) 

Note:^ To gain freedom for observation and supervision, teachers usuall) select 
a student to operate the Telctrainer. The operation is as simpk as tuinng 
in a TV channel and requires Ultlr instruction. 



RESOURCE: Teletraininq for Business Studies , AT«T, 19 65, 
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TASK #9 

JOB SHEET 
EVALUATION 

DIRECTIONS: You will be given a telephone message pad and the use 
of the Teletrainer. The facilitator will assume the 
role of the "Caller" and will make three (3) telephone 
calls to you ("Person Called") which involve situations 
similar to those which occur in a business office. 
You must answer the telephone calls, write down the 
messages on the message pad and attach each message 
on the message board under the name of the person 
for whom the message was intended. 



SITU'^TION #1: 

Caller ; (Facilitator) 

Your name is Norma Treadon. Call the Standard Insurance Company 
to find out from your agent, Mr. Jones, if your application for 
an automobile insurance policy has been approved. If Mr. Jones 
is not available, leave your name and number so that he can 
return the call. 

Person Called ; (Participant) 

You work for the Standard Insurance Company. During the lunch 
hour you have been asked to answer the telephone for Mr. Jones, 
one of the insurance .gents. A call comes in on his line. 
Since you are not able to help the caller, offer to take a 
message . 



SITUATION #2; 

Caller ; (Facilitator) 

Your name is Lillian Lopez. Call Arlene Rodriguez at the 

Hispanic Women -s Center to reschedule a meeting with her. 



Person Called ; (Participant) 

You are Carmen Garcia, Ms. Rodriguez's secretary. You advise 
the caller that Ms. Rodriguez is in conference and cannot be 
disturbed, but that you will take a message and have Ms. 
Rodriguez return the call. 



ERLC 
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TASK #9 

JOB SHEET 
EVALUATION 
p. 2 



SITUATION #3: 

Caller ; (Facilitator) 

You are Geraldine Marrero, order clerk, at Ace Office Supplies. 
You are calling Excellent Sales Company to advise them of the 
delivery date of their order for office supplies. 



Person Called ; (Participant) 

Your name is Mary Josephs. You are the receptionist at the 
Excellent Sales Company. There is no one in the purchasing 
department to speak to Ms. Marrero. Since you cannot help 
the caller offer to take a message. 



ERIC 
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TASK #9 
'OB SHEET 

FACILITATOR WORKSHEET: TELETRAINER/ROLE-PLAY 
EVALUATION 

DIRECTIONS: Using the Teletrainer, the facilitator and the 
participants are to provide the dialogue for 
the three (3) "situations" found below. 
The facilitator will assume the role of "Callt;-." 
and the participant will assume the role of "Poii.'ion 
Called". 

The facilitator should be able to vary the information 
given to the participant in each call in order to 
eli t various responses and messages. This will 
avoid duplication in the performance of the task. 

NOTE: Maka certain that the participant understands che role 
which role he or she will play. 
Test small groups at a given time. 



SITUATION #1: 

Caller : (Fac: 1 itator ) 

Your name is Norma Treadon. Call the Standard Insurance Company 
to find out from your agent, Mr. Jones, if your application for 
an automobile insurance policy has been approved. if Mr. Jones 
IS not available, leave your name and number so that he can 
return the call. 

Person Called ; (Participant) 

You work for the Standard Insurance Company. During the lunch 
hour you have been asked to answer the telephone for Mr. Jones, 
one of the insurance agents. A ca comes in on his line. 
Since you are not able to help the caller, offer to take a 
message . 

SITUATION #2: 

Caller : (Facilitator) 

Your name is Lillian Lopc-i. Call Ariono Rodrig -..-z at tho 
Hispan^'- Women's Center to reschedule a meeting with her. 

Person Called : (Participant) 

You are Carmen Garcia, Ms. Rodriguez's secretary. You advise 
the caller that Ms. Rodriguez is in conference and cannot be 
disturbed, but that you will take a message and have Ms. 
Roar- lez return the call. 



ERIC 



S3 



HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #9 
JOB SHEET 

FACILITATOR WORKSHEET: TELETRAINER/ROLE-PLAY 

EVALUATION 

p. 2 

SITUATION #3: 

Caller ; (Facilitator) 

You are Geraldine Marrero, order clerk, at Ace Office Supplies. 
You are calling Excellent Sales Company to -idvise them of the 
delivery date of their order for office supplies. 



Person Called ; (Participant) 

Your name is Mary Josephs. You are t.ie receptionist at the 
Excellent Sales Company. There is no one in the purchasing 
department to speak to Ms. Marrero. Since you cannot help 
the caller offer to tf"-^; a message. 



ERIC 
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TASK #9 



PERFORMANCE TEST (one test sheet for 

each call) 



TASK: Take and disseminate telephone itess.'^.ges 



Direct xon:> : Denonstrate mastery of taking a message on 
a telephone. 



Thi^i test cvdluace:* your abilicy co; answer 3 telephDne calls, take and 
disseminate the messages. You will be using a Teletrainer. You 
must answer 3 separate calls, take and oissemindte the messages with 100% 
aeeumcyT 



No . 



Youf perioimancc will be cvuluuCcU chc Lic-ms bcluw. 

All (nU5C be "YliS" 



1. AiuwereU pfuMi|4ly ai,a ^LiMaily, (Good morning . . . ) 

2. CMve prupcr idcntiiiCAlion. 

i)t:>clupiiicut uf Call 

1. W«« attcQlive; ai»piuxeii pertonnJ iaterca. 

2. lUd good judgitient :n dcciJitiK how to huidJe the •UuMliun. 

3. Wju %kn tu opjHirtimilic* to be ol amIaocc (Uwurcr. c*lJ-biM.k. 

4. Vuluulccrcd helpful uifuniutiuii. 

5. Caye expluuitiou* effectively. 

6. M4dc inqoiricMittfuUy. (May I...? Would you likelU 

7. W4* prcpjired to tukc m ineMgc _ 

8. Recorded neceMury informtlion vtrefully. _ 

9. Verified jnrurin«ttun (»>M:lhiig, fij;ure», etc.). _ 
10. Ufccd propof technique* when nixe«Mr> to leave the line. _ 
Cluaiug uf ike CmU 

1. Left • pleiiwng iinpre»*ion «t the cloac of the call 

^ Wa* certain (hat ilu; tonveraation had been completed before re- 
placing the receiver. 

Voice Pcraiiiwlity 

1. Spoke diaioctly, directly tuo the mouthpiece. _ 

2. Uacd correct grajuoiar; avoided u*ing alang. 

3. Injected polite expreaaiona (p\cm*c, thank you). _ 

4. Hciiwtcd a friendly* »iAt«rc manner. 

5. Acted with poiac and confidence. 

6. Cave the caUcr a feeling of aaauraaca. 

7. Hepre^ntcd the buaineM couiteoujy and el&ciently. 

* Mesaaqe aissfeiuinated iattached to n.essago board} > ' 



YES 



NO 



KESOURCE. Ai.pt.d ftom T.Utt.l.a,,, for B„«,„o,= Stadic, ATIT, 195S. 

71 



P 

o 



B 

tn 

CD 



TASK # 10 

OBTAIN ZIP CODES BY TELEPHONE FROM THE POST OFFICE 



ERIC IZ 



Understand d:rections, request information and report in! o^rnat ion. 



RELATED COMMUNICATIVE TASK:_ 

VOCATIONAL TASK: Obtain zip codes by te ephone from the Post Oifice. 



PERFORMANCE Given the name aid partial addresses of five persons in NYC and a telephone, obtain the zip codes of five prisons 
OBJECTIVE from th^ post office with lOOX accuracy in 5 minutes. 



STEPS AND TECHNICAL 
KNOWLEDGE 



1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 



SEE ATTACHMENT 



TOOLS AND MATERIALS 
Telephone 
Paper 

List of names and partial addresses 



BACKGROUND KNOWLEDGE 
Definition and purpose of Zip Codes 
How to seek and report information 
receivpj over the phone. 

SAFETY 

Secure telephone wires to prevent 
tripping. 



ATTITUDES 
Remember that mail is delivered 
faster when Zip Code is included j 
in address; do not post mail without' 
a Zip Code. 



TECHNICAL TERMS 



Zip Code + 4 
Zip Code 

Zip Code Directory 

Information 

Directions 

Telephone Directory 

Request 

Report 



LANGUAGE 
FUNCTIONS 



COMMUNICATIVF SKILLS 
Active: sp6akirtg 
writing 

P assive : listening 
reading 

F UNCTIONS 

Request information.^ 
Understand numbers . 



STRUCTURES 



Interrogatives 
Numbers 



LEARNING ACTIVITIES AND RESOURCES 



VOCATIONAL 

1. LEARNING STRi^TEGlES 



J.R.ESL 

1. LEARNING STRATEGIES 



a. 
b. 



G. 

d. 



Facilitatt^r 'identifies tools and rrateria^s. 
Facilitator demonstrates procedures for 
obtaining ZIP oodiLiS by telephone. 

Pcactjx^ acU'/iUas ^ \, 2 

Karttecn piactioe usiiq HfiCER He Hkity^ lixre. 



a. 



b. 



Facilitator lectures (small group) on 
Itechnical tenrs using Information Sheets. 
Practice language functions an-i 
structures. Activity Sheets #1,2.. 



EVALUATION 



Peifornonce Test 



3. RESOURCES 

a. Facilitator. 

b. InfonTation,Operat ion, Activity and Job Sheets 

c. United States Postal Service 

d. \9GR BC. hsiness off uoe 

e. NifNEX Infonmtion Resources Company 



2. EVALUATION 
Written TVast 

3. PESOURCES 

a. Facilitator 

b. Activity Sheets 

c. United States Postal 



Service 
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HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL 'TRAINING 

TASK #10 

INFORMATION SHEETr^^l Obtain ZIP CODES by telephone. 
INTRODUCTION 

ZIP codes are used to help get letters to people faster ZIP 
codes are important because they show the number of the post 
office that delivers your mail. It's easier and quicker to sort 
the mail by numbers than by addresses. 



It's always a good 
ZIP code should be 



You 



idea to use the ZIP code in ar address. Your 
included in your return address. 



Mi J^J r "^^^ by purchasing a ZIP code 

directory from any post office, phoning your local post office for 
Liy code information, or by looking in the yellow pages of the 
telephone directory which have the local ZIP codes listed 



Sh«^o''!L^^^^'"^]I.^^°'^^'' specifically addressed to the place 
strept .L^.Scc r J°.deli"ver it. Mail bearing both a 

street address and post office box number will be distributed for 
nrirpSJnn'Ih'"-!'''"'! With the address shown on the line immediately 
preceding the city and state of destination . The ZIP code must 
correspond with the unit (box location or street address) through 
which delivery is to be effected. The requirements of this paragraph 
are also applicable to return addresses on mail matter. 



Example : 



BUSlf«£SS CM 
ftCSlOENCE 

ux:atkm 



I — 

UAILINC 
AOOAESS 



□ 



COft«£SPO«0S 
TO iHiS AOOHtSS 



On 



£5. 



r 



94102 



ERIC 
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BILINGUAL .VOCATIONAL TRAINING 



TASK #10 



INFORMATION SHEET #1 
p. 2 

The ZIP Gods is very inpDrtant in the processing and delivery of your mail, 
and you should always include it on your nail-both in your return address 
and in the nailing address. If you i>eed ZIP Ctode infomation, call your 
post office. 

Postal Information No. 967-8585 



Delivery information 



Delivery Information 



STATION 



JJLf. Building 

Anftonia 

Auduten 

BoW«n9 Green/Trinity 

Canal Street/Prince 

Cathadrat 

Church Street 

Colltge 

Colonial Park 

Cooper 

Fort George 

Franklin 0. Roosevelt 

Gracie 

Grand Central 
Hamilton Grange 
HetlGate 
Inwood 

Knickerl>ocker 



UP <f 4Coile 



ERJC 



ZIP CODE 


TCLEFHONC NO* 


STATION 


ZIP CODE 


TELEPHONE N0« 


10001*9993 




330-2908 


Lenox Hill 


10021-9998 


879-4401 


10023-9998 




362-7486 


Lincolnion 


10037-9995 


281-9781 


10032*9998 




568-3311 


Madison Square 


10010-9998 


673-a771 


10004-9998 


\ 


264-8778 


ManhattanviUe 


1002/' 9998 


662-1902 


10013-9998 


925-3378 


Morningside 


10027-9998 


662-1901 


10025-9998 




662-9191 


Midtown 


10018-9998 


944-6598 


10007*9998 




330-5247 


Murray Hilt 


10016-9998 


689-1124 


10030-9998 




283-2235 


Old Chelsea 


10011-9098 


675-2415 


10039-9998 




368-4211 


Peck Slip 


10038-9998 


964-1055 


10003-9998 




254-1369 


. terStuyve&ant 


10009-99998 


677-2112 


10040-9998 




942-0052 


Planetarium 


10024-9998 


873*3701 


10022-9998 




330-5549 


Radio City 


10019-9998 


265-6673 


10028-9998 




988-6681 


Times Square 


10036-^990 


244-0111 


10017-9998 




826-4677 


Trit)orOugh 


10035-9998 


534-0865 


10031-9998 




281-8401 


Village 


10014-9998 


989-9741 


10029-9998 




534-2211 


Wall Street 


10005-9998 


269-2161 


10034-9998 




567-3032 


Washmgton Bridge 


10033-9998 


568-7601 


10002-9998 




227-0089 







In 1983, the Postal Service implemented a vol- 
untary expanded ZIP Code called ZIP + 4. It is 
composed of the original 5-digit code plus a 
4*digit add-on. 

Use of the 4<ligit add-on number is voluntary. 
However, it helps the Postal Service direct mail 
efficiently and accurately Even if you prefer not 
to use your 4<ligit add-on number, use of 'Jie 
regular 5-digit ZIP Code helps prevent delays. 

The 4<ligit add-on number identifies a geo- 
graphic segment wJ' m the five-digit delivery 
area, such as-, a city .ock; an office building; an 
individual high-volume mailer, or any other sep- 
arate designation that may be appropriate to 
efficient mail sortation and delivery. This 
reduces the number of handling5> thus signifi- 
cantly decreasing the margin for human error 
and the possibility of misdeliveries. It also will 
lead to t>etter control over postal costs and, in 
turn, postage rate subility 

ZIP + 4 is intended for use primarily by busi- 
ness mailers who prepare their mail with tyi>e- 
writtcn, machine-printed or computerized 
addressing formats which can be read by the 
Postal S.^rvice*s autoofuted scanners during pro- 
cessing. Mailers who qualify receive a rate dis- 
count on rionpresortcd ZIP + 4 mailings of at 
least 250 pieces and on presorted ZIP + 4 mail- 
ings of ar least 500 pieces. 



RESOURCE: A Qonsuner's Directory of 
postal Services and Producrs, 
U.S. Postal Ser\n.ce 
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TASK #10 

INFORMATION SHEET: # 2 THE POST OFFICE 



* T 



INSIDE THE POST OFFICE 
Personnel 

The employees which work at a counter or a window in the 
post office are called postal clerks. These are the people 
./ho wait on you, sell you stamps, give you information, weigh 
your packages, and so on. The person in charge of the 
post office is called the postmaster or postmistress . 

Each postal clerk usially has a scales ~ to waigh letters and 
packages, forms .for all the different services, and a set 
of stamps — to mark letters and packages with special 
information. The ink for these stamps' comes from stamp pads. 



STAMP MACHINES 




You can buy stamps at the counter in the post office from 
one of tha postal clerks, or from a vending machine. Most 
larger post offices have several vending machines, where you 
can buy stamps, stamped envelopes, and stamped postcards at 
cost. Private stores or public places sometimes have stamp 
machines which charge more than the actual price of the stamps, 
but this is not the case with the machines at the post office. 
These machines only charge what the stamps themselves cost. 
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TASK #10 

INFORMATION SHEET #2 THELPOST OFFICE 
Page 2 



POST OFFICE BOXES 



* Many businesses and private individuals rent post office 
boxes at their branch post office instead of having their 
mail delivered. These open with a key or with a combination 



* MAIL DELIVERY 

* Mail is c^elivered by postal employees called mail carriers 
who carry their packages and letters in a mail bag or mail 
pouch . They also pick up mail along their route and carry 
it back to the post office or to storage boxes along the 
route where it can be picked up by mail trucks. 



* POSTING MAIL 

* You post mail by dropping it off at the post office 
the appropriate slot , or you can drop it in a mail 
in the street. «^ 



dial • 
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MANHATTAN ZIP COTE MAP 



#3 

Station 



42110) Am 

KNlCKEABOCKEn 

iOMUNOQACCM 
OMICH 

.•OGHMrenii 

fffJCIiaTUVVCiAMT 



Tel , ZIP station Tgl. 

10001 



10001 



1000? 



. aoiVMkit 

• MUMAYHKl 



ipou 

MOtt 
lOOH 



jootr 



lOOli 
10010 



4IIQT0IVN* 
fUWOClfV 

a»W02Qtfti 

•10|{JiAm» 

iCMQXHta 1002< 



FHANKUNO.ROaOEVaT 19012 

MTMrOAvp IMNO 

^vaONIA 10023 

IMOifOiAMy M-7410^ 

PtANeTAMUM ' 10024 

CATHEOHAL 10021 

8taWl04ia6l ttt^lOl , 

MOWINQBIDC 10020 

mwiiMioi 001*1101 

MAMKAnAMVOU ' 10027 

ORAClC lOOtl 

a2oiiMiai OIM0I1 

HOIQATC 10028 

ittiiioihai mm\ 

GOUBii loaio 

2|7WH00I« aiMOO 

HAJUULTOM ORANGE 10091 

MiWHOMiei an44oi 

AUOUaON 100U 

IttWIOMiat 0104111 
WAOHMQTOMOlUOae 100U 

iMWimat iM^i 

MMOOO 10014 

tWftOAOUGH lOOtf 

107EU4(tliC 

TIIIESQUAI«£ 
040W42Aa6t 
LMCOtNTOH 

aaooiyiAM9 

i^ftip 

COIOMALPAM 

HMfTOfOAOE 10040 

voDKvuie lotto 

HOIOAvt 



1Q0M 

»4M1I1^ 
10017 
IP14I01 

10030 
0O4-10iO 
10010 



Y/V4 



W154 



■ to 



IV 77 



1 0037 

J< C 10035 1 
1 ^ f »7 

C 1002O 



c 10020 : 



Iw/ifi r 10018^ 



GMD li 



C 10126 



103210 



£6/ 



^^ C 10022 ^ 



^ ooQio:) ^.; 




r JO - ^Jf^oaatvFLT 



£4/ 



£27 



^0. 



10014 y 

L CHi5i>-'T__kWi;// so 



rT0Q09 

C 10002O 



( 10007 > 



W0f^7H 



10039 



10040 
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TASK #10 

INFORMATION SHEET: QUEEtE 7IP CODE MAP 

#4 



IBM 



station 



ZIP 



^mmmm 



37<40 31 SI 
«M7I 



JMMifilillNi 
8^2* tl W 



IIWI 
IIUll 

1IW4 
11^ 



l»70 
i»7l 
1372 
iUM 
1»7J 
IU74 
I1)7fc 
11377 
j»7» 



rAimOCKAWAY 



IIMt 
ltM3 

IMM 

IM-MMi^ChinMlDr IMM 



' #tiM«iOMirNifini IMM 



^1 



ttMUl 
JAMAICA 



HtMWillMUll 



Hum 




•MO M4tl 

riMlUraMtMvtf 
ItMM UHt«» M«<1 ^ 
SM-MMMrtU lU/DM 
MMCJMtiVUM 

" * -*1»M 

123-01 

UVTO 

117^04 MIAV 

IMM2 r«NMl »^ 
14*^34)M 
M7<40 JmmM 
IJO^QumMwC 



•M0M4II 

lU-MOtMyiM 

13«-Uf0CliWMl 
14741 MM AiT 
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nCOBMATION SHEET: BRONX AND STATEN ISIAND ZIP CODE MPS 




Station 




ZIP 


OcmralPott . 






OfllC* 


Conooiirta 


10451 




1315lnwoodAv 


10452 


^Morrli HalghU 


2024 Jaroma AV 


10453 


MotlHtvtn 


517 E. -139 8t 


10454 


Hub 


e33 8L Ann'tAv 


10455 


MorHMnla 


442e.1678t 


10456 


Trwnont 


575 E Tramont Av 


10457 


Ford^«m 


420 E W St 


10458 


Booltvftrd 


1132 SouthamBlvd. 


10459 


WMt Farms 


362DavoaAv ' 


10460 


WMtchMttr 


2010 Ponton Av 


10461 


ParfcchMtar 


1440 Waal Av 


10462 


Klngtbrtdoo 


SS17 Broadway 


10463 


Ctty Wand 


107 City island Av 


10464 


Throgt NacK 


3030 e Tramont Av 


10465 


WakaflaM ^ 


4106 WhKa Plalna Rd 


10466 


WUItamaMQa 


711E.QunhUind 


10467 


Jeroma Av 


2543 Jarorra Av 


10468 


Daychattar 


1625 QunhHI Rd • . 


10469 


Woodlawn 


4304KatonahAv 


10470 


RIvardala 


6951 nivardaiaAv 


10471 


Soufutvtaw 


1667 QIaaMnAv' 


10472 


Cor noil 


1950 UrayaltaAv 


10473 


Boutavard 


1132 Southern BNd 


10474 


Co-Op CKy 


2375 Oivan Av. 


10475 



Stati on 

Qan'l P.O* 
8t Oaorea 

Portaichmood 

MarlnaraHarUif 

Staplaton 

Bo6o6«nk 

Maw Dorp 

TottanvUla 

OraatKJUa 

PrlnoNiBiiy 

WNawBrightor 

atiogvUltf 

Tarmbul 



ZIP 



Manor Rd 
45eMy8t. 
304 Riclunond Av. 
2M0 Richmond Tar 
fi14 8iiySt 
667 Tompkins Av 
331 Nuw Dorp Una 
228 Main St 
15 Nalsoo Av 
6372Aml>oyRd. 
1015 CostWion Av. 
4455 Amboy'Rd. 
2648 Richmond Av* 
firry Tarmlnsl 



10314 

10301 

10302 

10303 

10304 

10305 

1030U 

10307 

10306 

1030tf 

10310 

10312 

10314 

10301 



RESOURCE:' NYNEX Information Resources Ooirpam 
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TASK #10 



INFORMATION SHEET: 
#6 



BROOKLYN ZIP CODE MAP 



BmLYN 



Station 




ZIP 


QaaPott 


271 Cadnum 




Offlot 


PtazaEast 


11201 


nuQby 


726 UUca AV 


11203 




eeia20Av 


11204 


Pratt 


524 Mynia Av 


11205 


M«Uopolitan 


47 Dabavolao 8t 


11206 


EutN«wY0(1( 


2645 AtlanltoAv 


11207 




1223 SuUar Av 


11200 


^Hammon 


6601 6Av 


11209 


VandarvMr 


2310 NoatrandAv 


11210 


WUttMTMburg 


263 8. 4 8t. 


11211 


BroivntvMa 


167 Brlitol 8L 


11212 




1234 8L Jotuu PI 


11213 


MhBMCh 


1060 Bath Av 


11214 


Vanlrunt 


276 0 81 


11215 


Brvvoort 


1206 Atlantic Av 


11216 


Tlmtt Plaza 


542 Atlantic Av 


11217 


Kamlnolon 


421 Mo Donald Av 


11218 


Qlythboume 


1200 • 61 8t 


11210 




2628 E 18 


11235 


^ t. ■ 


1075 Ulayetta Av 


11221 


Grtanpoint 


66 Maaaroia Av 


11222 


Qravaaand 


344 AvU 


11293 


Conay laland 


2727 Marmald Av 


112/4 


Laffarta 


31S Empira Blvd. 


11225 


Ftolbuah 


2273 Church Av 


11226 


Dykar Halghta 


6320 13 Av 


11228 


Hofnacratt 


2002 AvU 


11220 


MIdwood 


1286 Conay Island Av 


11230 


Bad Hook 


615 Clinton St 


11231 


BuihTarm 


3 Av & 29 St. 


11232 


StuyvaM' t 


1015 Fulton St. 


11233 


Rydor 


1739 & 45 St. 


11234 


BaySUtlon 


1723 Jaroma Av 


11235 


Canorala 


1450 Rcckaway PKwy 


11236 


Wyckoff Hts 


66 Wyckotf Av 


11237 




950 Fulton 8t 


11238 
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HACSR INC ./HISPANIC WCMEN'S CENTER 
BILJNGUAL VDCATICXJAL TRAINING 



TASK #10 

ACTIVITy SHEET # 1 : J.R.ESL 

COMMUNICATIVE TASK: Conpreheiision of nui±)ers (aiiral) 

DIRECTIONS: Listen as the facili cater reads tliese ZIP Code numbers 
aloud. Write theni in the spaces provided.. 



ZIP CODES 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 



NAME 



DATE 



ERJC S3 



HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATICWAL TRAINING 



TP£K ilO 

ACnVITY SHEET # 1 : J.R.ESL 

CXmjNICATIVE TASK: Oonprehension of numbers (aural) 

DIRECTIONS: Listen as the facilitator reads tliese ZIP Code numbers 
aloud. Write them in the spaces provided.. 



ZIP CODES 



07513 



NAME 



2. 44113 



3. 02100 



4. 92262 



5. 33139 

6. 48128 

7. 78516 

8. 53073 



DATE 
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HACER, INC/HISPANIC WO..EN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #10 

ACTIVITY SHEET #2 J.R.ESL 

COMMUNICATIVE TASK: Requesting information. 

DIRECTIONS: Assume you are calling the post office for 
ZIP code information. The following is a 
conversation between you and a post office clerk. 
Fill in your part of the dialogue and practice 
the conversation with a partner. 

Post Office Clerk: Radio City Station. May I help you? 
You : Yes. I'd like 



Post Office Clerk: What city do ycu wi-.nt the ZIP code for? 
You : 



Post Office Clerk: What part of New York? 
You . 



Post Office Clerk: OK. Can you give me the streets and exact 

addresses, please? 



You 



Post Office Clerk: The ZtP code is 10022. And the next one? 
You . 



Post Office Clerk: The ZIP code is 10036. Any others? 
You . 



Post Office Clerk: You're welcome. 



Name: 



Date: 



HACER, INC/HISFANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #10 

ACTIVITY SHEET #2: J.R.ESL 

COMMUNICATIVE TASK: Requesting information. 

NOTE: The following is a conversation similar to the one 
the student will finish writing. 

Post Office Clerk: Radio City Station. May I help you? 

^o*^ Yes. I'd like ZIP cede information, please. 

ost Office Clerk: What city do you want the ZIP code for? 

Y-u : I'd like a couple of New York City ZIP codes 

Post Office Clerk: What part-i of New York? 

You : Just Manhattan. 

Post Office Clerk: OK. Can you give me the streets and exact 

addresses, please? 

You : Four ninety-five Park Avenue South. 

Post Office Clerk: The ZIP code is 10022. And the next one? 

You : Six fifteen Seventh Avenue. 

Tost Office Clerk: The ZIP code is 10036. Any others? 

You : No; thank you very much. 

Post Office Clerk: You're welcome. 



ERIC 
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HACER INC/ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

-TASK #10 

ACnvITir SHEET # 2 J.R.ESL 

SCORING SHEET JMD FLUENCY LEVELS 

Trainee 'a Name ' 

Performance Objective 



Date of Test 



Criteria 


5 




3 


2 


1 




Wietoric 












X 6 = 


fiegiater/Style 












X 3 = 


Syntax 












X >i = 


Vocabulary 












X 6 = 


Pronunciation 












X 1 = 



Weighted Score 

Errors Noted; 



Reccmmendation for additional work; 



Evaluated by; 



Resource: M\randa Associates 



HACER INC/HIPANIC WOMEN*S CENTER 
JILINGUAL VOCATIONAL TRAINING 



TASK #10 



TEXIiNICAL TERMS 



DIRECTIONS: 
INFORMATION: 
REPORT: 
REQUEST: 
ZIP CODE: 

ZIP CODE DIRECTORY: 

ZIP CODE + 4: 
TELEPHONE DIRECTORY 



instructions, management, guidancet 
knowledge, intell igence. 
to relate, take down in writing, 
to ask for, to petition. 

5 digits added after the state abbreviation 
which are important in the processing and 
del i very of mai 1 . 

published' by the postal .service containing the 
ZIP codes of all states, cities, and local areas 
arranged in alphabetical order by state. 

ap expanded ZIP code intended for use primarily 
by business mailers. 

a book containing the alphabetically arranged 
names anfl address and telephone numbers of the 
residents of a town or district. 



ERIC 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #10 

ACTIVITY SHEET #1 VOCATIONAL 

DIRECTIONS: Use information Sheet #2 to find the telephone numbers 
of the following post offices. 

POS T OFFICES TELEPHONE NUMBERS 

1. Washington Bridge 

2. Ansonia 

3. Church Street 

4. Wall Street 

5. Madison Square 

6. Planetarium 

7 . Midtown 

8. Lenox Hill 

9. Bowling Green/Trinity 

10. Knickerbocker 



NAME DATE 
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HACER, INC. /HISPANJ.C WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #10 

ACTIVITY SHEET #1 VOCATIONAL 

DIRECTIONS: Use information Sheet #2 to find the telephone numbers 
of the following post offices. 



POST OFFICES 



TELEPHONE NUMBERS 



1. 


Washington Bridge 


2. 


Ansonia 


3. 


Church Street 


4. 


Wall Street 


5. 


Madison Square 


6. 


Planetarium 


7. 


Midtown 


8. 


Lenox Hill 


9. 


Bowling Green/Trinity 


10. 


Knickerbocker 



(568-7601) 
(362-7486) 



(330-5247) 



(269-2161) 



(673-3771) 



(873-3701) 



(944-6598) 



(879-4401) 



(264-8778) 



(227-0089) 



NAME 



DATE 



ERIC 
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HACER in:: ./HISPANIC WClMEN'S CENTEK 
BILINGUAL \'XATIONAL TRAINING 



TASK #10 

ACTIVITY SHEET #2: VOCATICmL 

DIEBCTICWS: Use the ZIP Code Maps to find the ZIP cx>des for the following 

post office stations located within the 5 boroughs of New York City. 





BORDUCSi 


STATICS 


1. 


I^fanhattan 




2. 


Bronx 


Hi^ Bridge 


3. 


Staten Island 


Port Richnond 


4. 


Brooklyn 


St y^Tesant 


5. 


Queens 


Linden Hill 


6. 


Jtenhattan 


Hamilton Grange 


7. 


Qiieens 


RDChdale Village 


8. 


Bronx 


Williamsbridge 


9. 


Brooklyn 


Kensington 


10. 


Staten Island 


St. George 



ZIP CODE 



NAME 



DATP] 



ERIC 
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HACER INC ./HISPANIC WDMEN'i? CENTER 
BILINGUAL VCXATIONAL TRAININS 



TASK #10 

Acnvmr sheet #2: vdcaticnal 

DIRECTIONS: Use the ZIP Code Maps to find the ZIP cxjdes for the following 

post office stations located within the 5 boroughs of New York City. 





BORDUGH 




1. 


Manhattan 


TlTTlPQ SfnV^TTP 


2. 


Bronx 


Hi^ Bridge 


3. 


Staten Island 


Port Richnond 


4. 


Brooklyn 


SttQ^sant 


5, 


Queens 


Linc3en Hill 


6. 


ffenhattan 


Hamilton Grange 


7. 


C3ueens 


Itochdale Village 


8. 


Bronx 


Williamsbridge 


9. 


Brooklyn 


Kensington 


10. 


Staten Island 


St. George 



ZIP CODE 



10036 



10452 



10302 



11233 



11354 



10031 



11434 



10467 



11218 



10301 



NAME 



DATE 



ERIC 
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KACER INC •/HISPANIC ^'XJMEN'S CENTER 
BILINGUAL VDCATIC»IAL TRAINING 



TASK #10 

WRITTEN TEST: J.R.ESL 
EVALUATION 

COMMUNICATIVE TASK: Listening to numbers 

Iftiderstand nunbers 

DIRECTIONS: The facilitator will read ten (10) addresses and ZIP codes. 

You will write the cc^lete address and ZIP code on the 
spaces provided below. Listen carefully, they will only 
be read once. 



ADDRESSES ZIP CODES 

Ex. 1. West 90th Street 1^ 10024 

2._ 

3- 3. 

4- 4. 

5. 5. 

6. 6. 

7. 7. 

8.^ 

9- 9. 

10- 10. 



NAME 



LATE 



HflCER INC. /HISPANIC WOMEN'S CENTER 
BIUNGUAL VOCATIONAL TRAINING 

OaSK #10 

WRITi'KN TEST: J.R.ESL 
EVALUATICW (Facilitator Wbrksheet) 

COMMUNICATIVE oaSK: Listening to nuniaers 

Understand nuniaers 

DIRECTIONS: Read the following addresses and ZIP codes to the participants. 

Biey will write the addresses and the ZIP codes on their vrork- 
sheets. Read each address and ZIP once . 

1 . The ZIP code for West 90th Street is 10024 . 

2. The ZIP code for East 49th Street is 10017. 

3. 10001 is the ZIP code for all of Mtest 25th Street. 

4. 10028 is the ZIP code for East 80th Street. 

5. The ZIP code for East 92nd Street is 10128. 

6. 10033 is the ZIP code for all the streets between Wtest 174th 
Street and West 187th Street. 

7. 10025 is the ZIP code for Mtest 100th Street. 

8. The ZIP code for Mtest 43rd Street is 10036. 

9. The ZIP code for East 38th Street is 10016. 

10. The ZIP code for 14th Street East of 1st Avenue is 10009. 



ERIC 
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HACER INC./fnSPANIC WOMEN'S CENTER 
BILIN3UAL VOCATICNaL TRAINING 

TASK #10 
ATEACHMENT 

SIEPS AND TEJCHNICAL KNOWLEDGE 



1. Take list of names and partial addresses and be 
prepared :o write down ZIP CODES. 

2. From the telephone directory, obtain the number 
or the closest j>ost L-ffice. 

^" ?ODE%nf''^^ '° f^'' ^"'J ZIP 

LODE Infcrmation. 

manner'' '''''''''' ^^^^ in a clear, concise 

5. Write down ZIP CODES next to each address in a 
legible manner 

Pos't'^ffiL' repeating it back to the 

pose ortice official. 

^ Complete the list and return it to the person who 
requested the information. ^ 



HACER INC/HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #10 
OPERATION SHEET 

OPERATION: Obtain ZIP codes by telephone 
I .MATERIALS 

a. Telephone 

b. Telephone directory of Post Offices(See info, sheet p. 2) 

c. List of 5 names and partial addresses 

d. Paper 

e. Pencils 

II. PROCEDURES 

1. Take list of names and partial addresses and be prepared 
to write down ZIP CODES. 

2. From the telephone directory, obtain the number of the 
closest post office. 

3. Place a call to the post office and ask foy'ZIP CODE 
information. 

4. Read the addresses of the list in a clear, concise manner, 

5. Write down ZIP CODES next to each address in a legible 
manner. 

6. Verify each ZIP CODE by repeating it back to the post 
office clerk. 

7. Complete the list and return it to the person who 
requested the information. 



ERIC 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #10 

JOB SHE'^T: OBTAIN ZIP CODES BY lEIiEPHONE 
PRACTIC • 



DIRECTIONS: Obtain the ZIP Codes of five (5) persons living 

in NYC by calling your local Post Office and requesting 
ZIP Code information. (Seo attached sheet for addresses) . 

Local Office: 

Canal Street Prince 925-3378 
I . MATERIALS 

a. AT&T Merlin Telephone 

b. Paper 

c. List of names and addresses with missing ZIP Codes 

d. Pencils 
II- PKXEDURE* 

1. Place a call to the Canal Street Prince Post Office 
telephone no. 925-3378 and ask for ZIP Code information. 

2. Read the addresses to the clerk. 

3. Write down each ZIP code as it is given to you. Verify 
each by repeating the numbers to the clerk. 



*See Operation Sheet. 



ERIC 
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HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #10 

JOB SHEET: OBT)?iIN ZIP CODES 3Y TELEPHONE 
PRACTICE 



l.Elisa Donno 

105-24 63rd Drive 
Rego Park, NY ; 



2 . FT ora Almond 

179-10 90th Avenue 
Jamaica, NY , 

S.Bila Font 

618 Willi ams Avenue 
Brooklyn, NY ' . 



4. Miguelina Poland 
724 Gerari'd Avenue 
Bronx, NY 

5. Dudley Castle 
272 First Street 
Brooklyn, NY ' 



NAME J^ATE 
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HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #10 

JOB SHEET: OBTAIN ZIP CODES BY TELEPHONE 
PRACTICE 



1. Elisa Donno 
105-24 63rd Drive 
Rego Park, NY ( 11375 ) 

2 . Fl ora Almond 
179-10 90th Avenue 
Jamaica, NY ( 11432 ) 

3. Bila Font 

618 Wi 11 i ams Avenue 
Brooklyn, NY ( 11207 ) 

4. Miguelina Poland 
724 Gerari-d Avenue 
Bronx, NY ( 10451 ) 

5. Dudley Castle 
272 First Street 
Brooklyn, NY ( 11215) 



NAME ClATE 



ERIC 
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HACER, INCV/HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #10 



JOB SHEET: OBTAIN ZIP CODES BY TELEPHONE 
EVALUATION 



DIRECTIONS: Obtain the ZIP Codes of five (5) persons living 

in NYC by calling ZIP Code information (see attached 
sheet) . Local office: Canal Street Prince, 212/925-3378 

I. MATERIALS • 

a. AT&T Merlin Telephone 

b. Paper 

c. List of names and addresses with missing ZIP Codes 

d. Pencils 

II. PRDTEDURE 

1. Place a call to the Post Office and ask for ZIP code 
information. 

2. Read the addresses to the clerk. 

3. Write down each ZIP code as it is given to you. Verify 
each by repeating the numbers to the official. 



*See Operation Sheet, 



ERLC 
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HACER INC. /HISPANIC WOMEN'S CENTER 



TASK #10 

JOB SHEET: OBTAIN ZIP CODES BY TELEPHONE 

EVALUATION 

1. Judy Costello 

QUEENS CHILDREN PSYCHIATRIC CENTER 
74-03 ComiTiOnwealth Blvd. 
Bellrose, NY ^ 



2. Ms. Mary Regal 

JOINT FOUNDATION SUPPORT 
122 East 42nd. Street 
New York, NY 



3. Ms. Carmen Casava 
DON KING PRODUCTIONS 
32 East 68th. Street 
New York, NY 



4.Palnia Ayala 
34 Metcalf St. 
Staten Island, NY 



B.Eddie P a 1 m i e r i 

147-25 Northern Blvd. 
Flushing, NY 



ERIC 
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HACER INC. /HISPANIC WOMEN'S CENTER 



TASK #10 

JOB SHEET: OBTAIN ZIP CODES BY TELEPHONE 
EVALUATION. 

1. Judy Costello 

QUEENS CHILDREN PSYCHIATRIC CENTER 
74-03 Commonwealth Blvd. 
Bellrose, NY (1 1426 ) 

2. Ms. Mary Regal 

JOINT FOUNDATION SUPPORT 
122 East 42nd. Street 
New York, NY (10108) 

3. Ms. Carmen Casava 
DON KING PRODUCTIONS 
32 East 68th. Street 
New York, NY (10021) 

4. Palma Ayala 

34 Metcalf St. 

Staten Island, NY ( 10304 ) 

5. Eddie P a 1 m i e r i 
147-25 Northern Blvd. 
Flushing, NY (1 1 354 ) 



NAME jyp^rj^E 
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HACER INC/ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING" 



TASK #10 



PERFORMANCE TEST 



TASK: cXDtain ZIP codes by telephone 



Direccions: Denonstrate mastery of this task by doing the following: 



This cesc evaiuaces your abiiicy co: olDtain ZIP codes, you vail t>e given 
the naites and partial addresses of five (5) persons in NYC and a telephone; 
obtain the ZIP codes of the five (5) persons from the post office with 100% 
a oj u r a qr T < d , th i n 5 Tn i nntes . . 



1 No. 



Your performance will be evaluated usiuij ihe iiemi; below. 
All iiiubC be "YES'* 



Utilized proper greeting? 



YES 



NU 



Cfctained appropriate clerk in post office? 
Stated each address clearly? 



Verified each ZIP code ty repeatLng it to the cle rk? 
Wrote ZIP codes clearly and correctly? 







Arrr'ni|"jrs 


liiziurucijur wicj/i^utu'L; 
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TASK # 11 

OPEH / NOTATE, ARRANGE (CLASSIFY) AND DISTRIBUTE INCOMING 

MAIL 



ERIC 
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RELATED COMMUNICATIVE TASX; Read for faccu ai inlormation 
VOCATIONAL TASK : 



VERrORT'UNCE 
OBJECTIVE 



STEPS AND TECHNICAL 
KNOWLEDGE 



ill! Open/ iiocace, arrange (classify) and distribute incoming mail 

^'Tk^^ L'^'"''" ^ ^l''''" ''P^"'''' "'^"^P' "'^^P^"'' P^P^^ ^^^P^» open the envelopes, stamp the contents, 

sort by addressee and distribute co addressee. A checklist will be used to rate your performance. All 



1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 



SEE ATTACHMENT 



TOOLS AND MATERIALS 
latter opener 'Paper 
Efate stamp Stapler 
F&per clips 

BACKGROUND KNOWLEDGE 



NONE REQUIRED 



SAFETY 

Avoid loose staples 

Avoid paper cuts-do not handle paper 

edges 



ATTITUDES 

Recognize importance of distributing 
sorted mail immediately. 



t£ck:iical TcR-ms 



Addressee 
Certified Mail 
Date Stamp 
Distribute 
Endorse 

First Class Mail 
. Incomii'g 
; Letter Opener 
j Post Office Box 
; Paper Clip 

.'legistered Mail 
. Sort 

I Special Delivery 
Stapler 



LA.\GUAGE 
FUNCTIONS 



Items must receive 



a yes rating 



CQhHUNICATjVE SKILLS 

Passive: Reading comprehension 

FUNCTIONS 

Reading for factual information 
Identification 



STRUCTURES 



Vocabulary 

Preposition of position 



LEARNING ACTIVITIES AND RESOURCES 



VOCATIONAL 

1. LEARNING STRATEGIES 

a. Facilitator identifies tools and materials. 

b. Facilitator demonstrates procedure for 
processing incoming mail. 

c. PL-artKE activities # 1,2 

d. Hancfe-cn piajtioe: Kurtic iixants aoir aii distxibate 
irociraix; naU addressed to HAOER uc. staff narberB. 

2. EVALUATION 
PerfoniBnce Test 

3. RESOURCES 

a. Information, Job, Activity and Operation 
Sheets . 

b. Facilitator. 

c. WCER in:, busutss cff-cu. 



J.R.ESL 
1 



LEARNING STRATEGIES 

a. Facilitator lectures (small group) on 
using preposition to describe position. 

b . Practioe wntlai catjspxxzaticn 
Activity n h ns 

c. Practice identification of items and 
concepts in/olved in incoming mail, Activity 

EVALUATION ^"^^ 
Perfomurce Te.'it 

RESOURCES 

a. Facilitator. 

b. Activity Sheets. 

c. Real Life Employment Skills 



105 
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HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK nil 

INFORMATION SHEET 
1. INCOMING MAIL 

In large offices, incoming mail is usually handled by a special deparc- 
tnenc. However, in the small office, the secretary must be familiar with 
all routine practices for handling the incoming mail. 

FOUR STEPS INVOLVING INCOMING MAIL: 




ERIC 



l.Open the mail 

2. Make pecessary notations 

3 . Arrange the mail 

4. Distribute the mail 

l\ OPENiNG THE MAIL 
-Belore opening leccers, chose marked "Personal" snould be delivered 

sealed to che designated person or officer. 
-Ocher mail should be opened carefully so as noc Co cue any of che 

contents . 

-Enclosures should be checked co see chac noching has been oinitcod. 
-The enclosures should be carefully clipped or stapled to Cheir 

respeccive letters. 
-When incoming mail contains money or checks, it shou3d be sent 

iiiuuedidtely to the cashier's office so chat the necebsary bot^kkoeping 

record may be made. 

2. MAKING NECESSARY NOTATIONS 

Many concerns stamp the date and titue of receipt of ail incoming mail 
in a clear space on the upper part of the letter. This stamp frequently 
bears a notation which the secretary fills out when a letter is to be 
sent to more than one meaiber of the firm. 

3 > ARRANGING THE MA ^L 

lYio nail for the- busy oxccutivo would Ix? arronqcd as followi;: 

1 . Tolograms 

2. Letters referring to special ai^ixDintments 

3. I^-giilar miiil 

4. Personal n*ail 

5. Advertisexicnts 

C. Newspripors ard magazines 

4 . DISTRIBUTING THE MAIL 

All incoming mail requiring the attention of the person addressed can 
be distributed by either placing it in a designated area on the person's 
desk in order of importance, i.e., telegrams, regular mail, personal nuiil , 
trade magazines, etc., or by depositing it in che individunl's mailbox(es) 
usually placed in convenient locations within the office. 
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HACER INC/ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCAriONAL TRAINING 



TASK # 11 

INFORMATION SHEET: INCOMING MAIL 

* INCOMING MAIL 

* As far as incoming mail is concerned, the mailroom 
clerk's duties ir'"olve the preliminary sorting of 
the incoming mail into groups according to floor, 
division, and then individual within each division. 

* The secretary/receptionist in an office is usually 
the person who receives the incoming mail. In a large 
company, the mail will first have been sorted by the 
mailroom clerks in the mailroom. In a smaller company, 
the mail will come directly to the secretary. 

* Each company will have its own procedures for handling 
incoming mail, but the general steps are these: 

* The first ctep is to open the mail. You should use a 
letter opener and neatly cut the envelopes op^n, being 
careful not to tear anything inside or to destroy the 
return address. Check the enclosures and staple or 
clip them to the letter. 



* Do NOT open letters marked PERSONAL or PRIVATE. 




The second step is to make a record of the mail. Most 
companies stamp the date received in a clear space on 
the letter, and also make a notation of its arrival 
in a mail record log. 



O Developed by HACER INC. 1979 
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HACER INC/ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATION.U- TRAINING 



TASK # 11 

INFORMATION SHEET: INCOMING MAIL 
Page 2 

* The third step is to arrange the mail according to its 
importance and urgency. Mail which needs immediate 
attention should ,^e placed on top, and less important 
mail should be place underneath. Here is an example 
f the order in which incoming mail might be arranged: 



telegrams 

letters concerning that day's appointments 

regular mail 

personal mail 

advertisements 

newspapers and magazines 
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* When you receive mail addressed to a previous occupant at 
your present address, you should neatly cross out the 
address, and re-address it with the notation: "Please 
forward to:". You can then drop it in the mail, and it 
will continue on its way. You should not add any additional 
postage. 



XUffon Todd , 




/ix. John WAUms ^^^t,^, 
Agg A vftwt -^ ill' 9y^^t 
— ?mtll) h ii s ^ h k — Cimu, 



If you receive a letter addressed to someone at your address 
who you do not know, you should cross out the address 
neatly, and put th^ letter back in the mail with one of the 
following notations: "Addressee unknown.", "Party unknown." 
"Not at this address.", "Moved. Left no forwarding address, 
or "Return to Sender." 
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TASK # 11 

INFORMATION SHEET: FORMS OF MAIL 
Mail is first classified as either domestic or overseas. 
Doinest,_ mail travels within the U.S.A., and overseas — 
mail goes outside the country. However, mail to certain 
foreign countries, such as Canada and Mexico, also travels 
by domestic rates. Overseas mail is also sometimes called 
international mail. 




* DOMESTIC MAIL 

* ^°"!^ftic mail is divided into the following classes: 

A n^P^^^f' =^^°"d-clsss, third-class, and fourth-class. 
A piece of man is said to travel "by" or "via" its class 

* First-class mail incudes sealed letters and postcards. 



ERIC 




.Second-class mail includes unsealed letters, magazines 
and newspapers. — "'oya^j-nes. 




bircul^rf - ZV^^ includes printed materials and advertising 
circulars. There is a special third-class bulk r^lV^rZ ^ 
mailing large numbers of identical pieces of ^ai" " 




Developed by HACER INC. 1979 
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tas 

TASK # 11 
INFORMATION SHEET 
Page 2 



FORMS OF MAIL 



* Fourth-class mail is also called parcel post , 1 ; post 
office has strict regulations about the weight, size, 
and wrapping of packages. The size regulations are 
usually stated in terms of the dimensions of the package. 
The combined length and girth (distance around) can only 
measure a certain number of inches. The weight regulations 
are expressed in terms of pounds (lbs.) and ounces (oz.). 
The wrapping regulations include no masking or scotchtape, 
a clearly written label, and a sturdy carton or packing 
case. 




* Books and educational materials may be sent at a special 
fourth-class rate. This is often called book rate . 




Special handling on third and fourth-class mail costs more, 
and means that the package is treated with the same care 
which first-class letters receive. 



ERLC 



There are now many independent carriers for mail besides 
the post office. Many of these claim to be cheaper, 
faster, or more secure than the postal system. If you 
want to use one of these services, you can look them up 
in the Yellow Pages of the phone book under "Delivery 
Services"* You can then call or write them to find opt 
about their particular services. Be careful about 
hidden or extra charges which you may incur if you do 
not follow their directions carefully. 




A- 
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TASK it 11 



INFORMATION SHEET: FORMS OF MAIL 
Page 3 




FAST DELIVERY: 



When you need to have a piece of mail arrive at its 
destination quickJy, you can either send it special 
delivery or by express mail . 



Sp ecial Delivery service may be purchased for any class of 
mail. Special Delivery means that the piece of mail will 
be delivered on holidays, Sundays, or other times when the 
post office generally is not working. 

Express Mail is now the fastest mail service available from 
the post office. This is a special overnight service for 
letters and packages which must be contained in specially 
marked envelopes and boxes, and dropped off at certain 
locations in the post office, or at special mailboxes which 
handle only express mail. 



information about these services. 



PROOF OF MAILING 



When you need proof of mailing for some reason, you can 
either certify your letter or package, or you can buy a 
certificate of mailing or a return receipt. 

A certificate of mailing proves that something was mailed 
at the post office, but no records are kept. 

If you send something by certified mail, the post office 
gives you a mailing receipt, and a record is kept of when 
the mail arrived at the addressee's post office. 

A return receipt is a special form which is signed by the 
receiver and sent back to the sender to let him/her know 
that the piece of mail has arrived safely. 
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TASK # 11 

INFORMATION SHEET: FORMS OF MAIL 
Page 4 



SENDING VALUABLES: 




* When you are sending something valuable through the mail, 
you should either insure it or register it. Third and 
fourth class mail can be insured for up to $400. 

* Third and fourth class mail can be insured for up to $400. 

* The most secure way to send valuables, however, is to 
register them. Records are kept each time the piece of 
mail is handled, and the registration fee includes insurance 
for up to $25,000. If the piece of mail is lost, it can 
easily be traced through the records. 

* It is not safe to send cash through the mails. When you must 
must send money, send a check or a money order . You can buy 
buy money orders at the post office in amounts up to $400. 



* COD means "collect on delivery". This means that the receiver 
pays for his merchandise when he receives it instead of sending 
payment for it in advance. 



* FORWARDING MAIL 

* When you are going to move and change your address, get a^ 
"Change of Address Kit" from the post office, at least one 
month before you are going to move. This kit contains 
postcards which you fill out to let the post office know 
about the change of address, and also postcards for your 
magazine subscriptions, and so on. The post office will 
forward first class mail for you for one year f ree-of -charge . 
There are fees for forwarding other classes of mail. 




7 




■ ERLC 
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TASK # 11 



INFORMATION SHEET: FORMS OF MAIL 
Page 5 

* OVERSEAS MAIL 

* Overseas mail can be carried by airplane or by boat. Air mail 
is, of course, much faster than surface mail, so letters and 
light packages are usually sent by air mail. Heavier packages 
traveling overseas are often sent by surface mail, but you must 
leave plenty of time for them to reach their destination. Air 
mail to Europe takes 7-10 days, while surface mail can take 




When you mail a package to any foreign country, you must 
declare or state the contents and the value of what you are 
sending. When the package arrives at its destination, it 



must pass a customs inspection, and often the receiver must 
pay a duty (a custom's tax or fee) on the packaoe before 





* The rates and fees for postal services are always 
changing. You can obtain a chart of current rates 
and information free-of charge from your main or 
branch post office. h < a 
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FORMS OF MAIL 



When a piece of mail goes through the postal system, 
the post office cancels the stamp (draws lines over it), 
so that it cannot be used over again. They also print a 
postmark on the letter or package, which tells the 
time, date, and place where the mail was first received. 




CAMCELE D 
STAMP 



On any piece of mail, the address must be clearly and 
neatly written or typed. If you use a label, make sure 
It IS firmly attached to the piece of mail. Be careful 
to use permanent ink to write the outside address on an 
envelope or package. Mail is often handled very rouqhly - 
It can get wet, torn, stepped on, dropped in puddles', 

rained on, snowed on, run over and you must make sure 

that the address will not wear off, tear off, or run. 
Packages generally run more risks than letters, so often 
people protect the address with a piece of clear plastic 
tape, write the address on the box more than once, and 
write the address with an indelible (permanent) marker. 
Always include a full return address. 



RETURN \ /t«»J^ 




OUTSIPC 



code. 



ERIC 



The zip code is a necessary part of any address. If you 
do not know the zip code for a particular address, you 
can look it up in the zip code directory at the post 
office, or you can call the zip code assistance number 
which IS given in your telephone directory. Your tele- 
phone book also usually contains a zip code map for your 
local area. 
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TASK # 11 

INFORMATION SHEET: FORMS OF MAIL 
Page 7 



* First-class mail includes sealed letters, postcards, 
and packages for which extra postage has been paid, 
in order to receive faster and more careful handling. 



* Postcards cost less to send through the mail than a letter. 
Picture postcards have a picture on one side, and are .lOt 
generally used in business. The post office sells special 
postcards which are blank, and which have a stamp already 



* Airmail stationery is lightweight and brightly marked, 
usually with red and blue wings or stripes. Be careful 
about putting too many enclosures in an airmail letter, 
because if you exceed the weight limit, the letter will 
be sent by regular mail. 



* Aerograms or airgrams are special letter forms which 

fold up into their own envelope. The postage is printed 
on them, and you do not need any additional stamps. 
You are not allowed to put any enclosures inside an 
aerogram. ym 



* First-class postage for a letter covers one ounce of 
weight. If you have several enclosures in a letter, 
you will need to add extra postage. A small postage 
scale can help you check the weight of your letters. 







1^ 
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TASK #11 



TECHNICAL TERMS 
ADDRESSEE: 
CERTIFIED MAIL: 
DATE STAMP: 

DISTRIBUTE: 
ENDORSE: 

FIRST CLASS MAIL: 
INCOMING: 
LETTER OPENER: 

POST OFFICE BOX: 

PAPER CLIP: 
REGISTERED MAIL: 

SORT: 

SPECIAL DELIVERY: 



the person to whom mail is addressed* 

mail which mast be signed for to verify delivery* 

a hand-held or automatic stamp machine used to print 
a date on a document 

to divide and give out, ex: Distribute the mail* 
to sign, ex: Endorse this receipt, please, 
a class of mail having the highest postal rate, 
what comes in. 

a dull knife of metal, plastic or wood used to open 
sealed envelopes. 

an address rented from the post office, usually used 
for receiving large mailings. 

used to clip or fasten paper. 

mail which is officially recorded in the postal system 
for a fee. 

separate by name or category, 

delivery of mail by a special messenger for an extra 
fee. 



STAPLER: 
TELEGRAM: 



a wire-stitchir^ itachine tised to bind papers, sections 
of a book, etc., together. 

a short VTritten message sent by telegragh (coded 

and .delivereci by a messenger. Usually Western 
Union. 



ERIC 
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TASK m 

ACTIVITY SfaEET #1: J.R^ESL 

COMMUNICATIVE TASK: Identification of essential technical terras through 

definitions and/or descriptions. 

DIRECTIONS: Fill in the word or phrase corresponding to each of the following 
definitions or descriptions. 

distribute endorse 

telegrams addressee 

letter opener date stamp 

sort paper clip 

incoming certified/registered 

" the urgent messages sent by electric wire services 

rather than by mail. 

2» : give out categorized groups of objects, in this case, 

mail . 

3» : a hand-held instrument used to imprint the date on 

individual pieces of correspondence. 

^» ' ai small piece of metal or plastic used for holding 

separate pieces of paper together. 

5» : to sign in order to provide proof of rece' t. 

6» : an instrument used to open envelopes neatly. 

7» ! organize or arrange according to category, group or 

classification. 

8» ! what is received from outside sources. 

9» : mail for which the recipient must sign. 

10* ' the person or organization to which mail is sent. 



NAME^ DATE 



mc 
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TASK //II 

ACTIVITY SHEET #1: J.R.ESL 

COMMUNICATIVE TASK: Identification of essential technical terms through 

definitions and/or descriptions. 

DIRECTIONS: Fill in the word or phrase corresponding to each of the following 
definitions or descriptions. 



distribute 
telegrams 
letter opener 
sort 

incoming 



endorse 
addressee 
date stamp 
paper clip 

certified/registered 



!• (telegrams) 

2. (distribute 

3. (date stamp) 

4. (paper clip) 

5. (endorse) 

6* (letter opener) 

7. (sort) 

8. (incoming) 



9. (certified/ 



registered) 
10* (addressee) 



the urgent messages sent by electric wire services 
rather than by mail. 

give out categorized groups of objects, in this case, 
mail. 

a hand-held instrument used to imprint the date on 
individual pieces of correspondence . 

a small piece of metal or plastic used for nolding 
separate pieces of paper together. 

CO sign in order to provide proof of receipt. 

an instrument used to open envelopes neatly. 

organize or arrange according to category, group or 
classification. 

what is received from outside sources. 

mail for which the recipient must sign. 

the person or organization to which mail is sent. 



NAME 



DATE 



ERLC 
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TASK m 

ACTI VI TY SHEET // 2 J j . R . E SL 

COMMUNICATIVE TASK: Utilizing prepositions of position to describe 

location of information on envelope. 

DIRECTIONS: Use prepositions and adjectives of position to describe the 
location of information found on the envelope shovm below. 



Examp 1 e : INFORMATION 
stamp 



LOCATION 

in the upper, right corner 




Suite 444 

HOI King Street 

LOpttnl Publications h>c1 AJcuAndrU. Virginia 22314 




US. POSTAOt 



022 : 



Ms. Mary Kellogg 

530 Broadway, Suite 611 

New York, NY 10012 



INFORMATI ON 
1- Return address 
2* City mailed from 

3. Date mailed 

4. Name of sender 

5. Name of addressee 



hill 



llllllHllllllllI 



LOCATION 



NAME 



DATE 
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m 









TASK //II 

ACTIVITY SHEET // 2;j.R.EgL 

COMMUNICATIVE TASK: Utilizing prepositions of position to describe 

location, of information on envelope, 

DIRECTIONS: Use prepositions and adjectives of position to describe the 
location of information found on the envelope shovn below. 



Example: INFORMATION 
sr imp 



LOCATION 

in the upper, right corner 



Suite 444 

IIOI KirifiSirccl 




em 



Ms. Mary Kellogg 

530 Broadway, Suite 511 

New York, NY 10012 



INFORMATION 

1. Return address 

2. City mailed from 

3. Date mailed 

4. Name of sender 

5. Name of addressee 



IImI.MImI 



LOCATION 



(in the vpper left-hand corn er) 

(in the upper, right corner/ to the left of 



( in the upper, right corner /next to stamp) 

(in the upper left-hand corn er /above name & 
address of addressee) 
(in the center of the enve lope) 



stamp 



NAME 



DATE 



i ® 
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TASK #11 

ACTIVTIY SHEET #3- J.R.ESL 

OCitMJNICATIVE TASK: Reading cxxrprehension 

Identification 

DIRECTIONS: Wirite the number of the mailbox vAiere each piece of 
inccHtdng nail would be placed. 

^ , INOOMENG MAIL FOR : BOX NU^©E3l 

Exaitple: 

Martix^Blinquist 

Chief Executive Officer 1 



MAILBOXES 



p *^ 

f 


*Z 1 


partimBIunquist 
lOiief Executive lpff|rpr 


Bronson J. Walters 
President 


1 *^ 


#4 


Kllian V^icescone^ Sr. 
Bcecutiye Vice Presidenr 


Martin X. Blandings 


k *^ 




Bargaret O'Routke 
personnel Director 


Dr. Joan Collins- Jones 


1 
1 
1 

NAME 



nCOMING MAIL FOR: 



M.X. Blax>dings 



PERSONNEL DIRECTOR 



W.W. Whitestone, Sr. 
Exec. V.P. 



PRESIDENT 



Dr. Collins-Jones 
R&D 



M. Blumquist 
CEO 



COMPTROLLER 



M.O'Rourke 
Personnel 



Bronson J. Walters 



Joan Collins-Jones 
Research & Developirent 



DATE 



BOX NUMBER 
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TASK #11 

ACriVnY SHEET #3; J.R.ESL 

CXmJNICATTVE TASK: Reading conprehensiori 

Identification 

DIRBCnCNS: Write the number of the nailbox v^e each piece of 
incoming nail vould be olaced. 



Exanple: 



INCXMaC MAIL FOR ; 

MartimBlvmquist 
Chief Executive Officer 



BOX NUMBER 



MAILBOXES 



#1 



tinftBlunquist 



Bronson J. Walters 



• 1 


«4 


^ Hllian (^icestone, Sr. 
: raecutive Vice Pr^^sidpnf 


Martin X* Biandings 
ComotroUer 


I^L »5 


»6 


' IKrgaret O'Rourke 
Hsrsonnel Direcrnr 


Dr. Joan Coll ins- Jones 





I 
I 
I 



NAME_ 



nCOMING ^ML TOR: 



M.X, Biandings 



PERSONNEL DIRECTOR 



W.W, Whitestoite, Sr. 
Exec. V,P. 



PRESIDENT 



Dr. Oollins-Jones 
R&D 



M. Blutquist 
CBO 



COMPTROLLER 



M.O'Itourke 
Personr^ 



Bronson J. Walters 



Joan Oollins-Jones 
Research & Development 



DATE 
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TASK #11 

ACTIVITY SHEET # VOCATIONAL 

DIRECTIONS: Answer the following questions based on the 
attached envelope. 

1. Where did the letter originate (come from)? 



2. Whom is the letter addressed to? 



3. From what borough was ':he letter mailed? 

4. What date was the letter mailed? 

5. The envelope is marked PERSONAL. As the 'receptionist , 
would you open the envelope and stamp the contents, or 
deliver the envelope as is? Explain. 



Name: Date; 



ERIC 
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iN PUBUC SERVICE INC. 

30 VESEY STREET 
NEW YORK. N. Y. 10007 





Ms. Harriet Rodriguez 

HACER Inc./ Hispanic Women's Center 

611 Broadway Rm. 812 

New York, N.Y. 10012 

PERSONAL 



Im.IIII.mII IImIIuI.M 



o > 
-H CO 



a: 

rn 



< 
o 
o 
> 

H 

M 

O 





HA 




o 


M 


M 




M 




25 


M 


O 


z 


a 


o 


AL 


• 






< 


M 


o 




o 
















o 


o 






AL 


WOI 


H 






2: 






M 


CD 


25 




M 




25 


m 


O 


2: 




H 




m 
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TASK #11 

ACTIVITY SHEET # If VOCATIONAL 

DIRECTIONS; Answer the following questions based on the 
attached envelope • 

1. Where did the letter originate (come from)? 
(Grand Council Hispanic Societies) 



2. Whom is the letter addressed to? 

(Ms, Harriet Rodriguez) 



3. From what borough was the letter mailed? (Brooklyn) 

4. What date was the letter mailed? (Jan. 22, 1987) 

5. The envelope is marked PERSONAL. As the receptionist, 
would you open the envelope and stamp the contents / or 
deliver the envelope as is? Explain. 

(No, rece pt ionists do not open mail marked "personal". 
Letters or packages marked "personal" should be opened 
by the person(s) to whom the letter is addressed (address ee) . 



Name: Date: 
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TASK //II 

ACTIVITY SHEET //2: VOCATIONAL 

DIRECTIONS: Read the following statements carefully. In the space provided 
before each sentence, mark TRUE if the statement is correct and 
FALSE if it is incorrect. 



1. In large offices, mail is handled by the secretary. 



2. Letters marked "Personal" should be delivered unsealed to 
the designated person. 



3. Enclosures should be carefully clipped to the letter before 
delivering them to the person. 



4. Letters containing money or checks are given to the cashier's 
office. 



5. Date and time of receipt of all incoming mail is stamped on 
the letter. 



6. Mail for a busy executive should be arranged by matters requiring 
immediate attention first. 



7. Envelopes should never be stapled to incoming mail. 



8. Mail should be collected for several days before distributing to 
addressees. 



9. Incoming mail must be opened, sorted, classified and distributed 
to the proper person as soon as possible. 



10. It is not always necessary to date stamp incoming mail. 



NAME DATE 
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TASK ni 

ACTIVI'iY SHEET if 2i VOCATIONAL 

DIRECTIONS: Read the following statements carefully. In the space provided 
before each sentence, mark TRUE if the statement is correct and 
FALSE if it is incorrect. 



(False ) 1- In large offices, mail is handled by the secretary, 

(False) 2. Letters marked "Personal" should be delivered unsealed to 
the designated person. 

(True) 3. Enclosures should be carefully clipped to the letter before 
delivering them to the person. 

C^^"^^ Letters containing money or checks are given to the cashier's 

office, 



^"^^"^^ 5- ^ate and time of receipt of all incoming mail is stamped on 
the letter. 



{T^T^^^) 6. Mail for a busy executive should be arranged by matters requiring 
immediate attention first. 



(Fal fiP^ 7. Envelopes should never be stapled to incoming mail. 

(Ffll RP) 8. Mail should be collected for several days before distributing to 
addressees. 

(True) 9. Incoming aail must be opened, sorted, noted and distributed, 
to the proper person as soon as possible. 

(False) lO, It is not always necessary to date stamp incoming mail. 



NAME DATE 
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TASK # 11 

OPERATION SHEET: OPEN, SORT/NOTATE, ARRANGE/CLASSIFY AND DISTRIBUTE 

INCOMING MAIL. 



I- MATERIALS 

a. Letter opener 

b. Date stamp 

c. Paper clips 

d. Stapler 

e. 10 pieces of mail 

f . Mail record log 



II. PROCEDURE: 

1. Gather 10 pieces of mail 

2. Using letter opener, open all mail not marked ^'Personal" 

3. Remove contents from envelopes 

4. Stamp the date received in a clear space on the correspondence. 

5. Notate the correspondence and its arrival date in t:he r.ail record 
log. 

6. Arrange the correspondence by addressee according to its order 
of importance and urgency. 

7. Arrange any mail marked ^'Personal" by addressee 

8. Distribute the mail immediately to the appropriate person (s) 
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TASK #11 
JOB SHEET 
PRACTICE 

DIRECTICXJS: Sort, open, stanp and then distribute 10 pieces of 
nail to the appropriate person (s) . 



I. MATERIALS 

a. Letter opener 

b. Date stanp 

c. Paper clips 

d. Stapler 



II. PRXEDURE* 

1. Gather the nail. 

2. Separate any narked "Personal". 

3. Sort nail according tc addressee. 

4. Open all nail not narked "Personal". 

5. Ranove contents and clip to envelope if 
contents do not contain sender's nane and address. 

6. Stanp the date on the contents. 

7. Distribute the nail. 



*See Operation Sheet 



ERLC 
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TASK # 11 
JOB SHEET 
PRACTICE: 

DIRECTIONS: The facilitator will give you 5 pieces of mail. 

You will be shown where the staff of the Center 
sits, in addition, each staffpersons desk has been 
labeled with their neme and title. 

Follow the procedure you have learned for incoming 
mail. (Consult your operation sheet if necessary) 
Open, sort/notate, arrange/ classify and distribute 
the 5 pieces of mail to the appropriate staffperson( 
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TASK #11 
JOB SHEET 
EVALUATION 

DIRECTICWS: Sort, open, stanp and then distribute 10 pieces of 
nail to the appropriate person (s) • 



I. MVTE21EALS 

a. Letter opener 

b. Date stairp 

c. Paper clips 

d. Stapler 



II. PKX33XJ3E* 

!• Gather the nail. 

2. Separate any marked "Personal". 

3. Sort mail according to addressee. 

4. Open all nail not narked "Personal". 

5. HenDve contents and clip to envelc^)e if 
contents do not contain sender's name and audress. 

6. Stanp the date on the contents. 

7. Distribute the nail. 



*See Operation Sheet 
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TASK #11 
JOB SHEET 



EVALUATION 

DIRECTIONS: The facilitator will give you 10 pieces of mail. 

You will be shown where the staff of the Center 
sits, in addition, each staffpersons desk has 
been labeled with their name and title. 
Follow the procedure you have learned for incoming 
mail. Open, sort/ notate, arrange/ classify and 
distribute the 10 pieces of mail to the apprprlate 
staf fperson(s) . 

The facilitator will observe your performance. 



ERIC 
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PEKFOKMANCE TEST 



TASK: Open, £ort/notate, arrange/classify and distribute 



^» ^ 

Direccions: Demonstrate mastery of handling incoming mail by 
doing the following: 



. '''' ^^^^"^^-^^ your ability co:open, sort/notate . arrange/clasidy 

and distribte incoming mail. The facilitator will give you 10 
p ieces of mail wh ich you must open, sort/notate, arrange/classif 
and ddsuribuue zo Lhe a ppjLupiiate peis u ns w ith 100% -€K^e^racyv ~- 1 



No.f Your pcTluim^nce will be ovuluuLed u^intj lIk- lU-in.^ beiuw, 
All niUbC bii "YES" 




YKS 



No 



8. 



; Opened all mail not marked personal ? 



2_. ; Avoided 'handling paper edges ? 



Sorted mail by addressee 



Notated the incoming mail in mail record log? 



Checked date stamp before stamping mail ? 



Stamped correspondence correctly ? 



Arranged mail correctly according to its 

JjBBortanc^ and urgency ? 

Distributed the mail immediately \o"t?ier~ 
a ppropriate person (s) ? 



Trainee 
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TASK if 12 
PREPARE OUTGOING MAIL 




13G 



RELATED COMMUNICATIVE TASK: Read for .. ^...Mon ............. 

VOCATIONAL TASK: Prepare outgoing mail. 



PERFORMANCE ^ outcpinq lette-s and 5 other pieces of 

OBJECTIVE stuff the nail, locate missing ZIP 

— ' snale and rost-^gp rn fitTPr. Ay^yU^v^ic^ 

^itn tne exception of ZIP 



STEPS AND TECHNICAL 
KNOWLEDGE 



!• 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 




SEE ATTACHMENT 



TOOLS AND MATERIALS 
Postal rate table Envelopes 

Mailing labels 

Poscaje Meter 

ZIP Code Directory IQ pes, of mail 



BACKGROUND KNOWLEDGE 

Basic familiarity with post office 
rules and regulations 



^voii rJ[>ving parts when operating 
postage meter. 

Avoid paper cuts and loose staples. 

ATTITUDES^ 

Concentrate on irportant details sue. 
as correct name spelling, address, eic 
Recognize ijrportance of posting nail 
at the end of each business day. 



SEE ATTACHMEWr 



COMMUNICATIVE SKILL S 

Passive: reading comprehersion 

Active: lisrening 
speaking 

FUNCTIONS 

Descript ions 
Vocabulary 

Aural comprehension/recognition 
of numbers 



Superlative adjectives 
Conparative adjectives 
Noun-verb association 

Numbers 



LEARNING ACT:VITIES AND RESOURCES 



VOCATIONAL 



J.R.ESL 



e. 



LEARNING STRATEGIES 

a. Facilitator identifies tools and materials. 

b. Facilitator demonstr»ites procedure for outgoing 
mail. 

c . F^iUtator darcnstrates tD use a ZIP Gbdte Dixector/- 

d. t&tb^ faactioi (indiVKlal) usany tfe Qsnier 's busircss 
office. Rutiapants pamire the oitjping mail of tl^ office. 
Field trip to Pose Office. 



2. EVALUATION 
Perfomance Test 
RESOURCES 

a. Activity, Intormation 

b. Facilitator. 

c. HACER, INC. Business office. 

d. United States Postal Service 



Job and Operation Sheets. 



1. LEARNING STRATEGIES 

a. Facilitator lectures on technical 
terms 

b Facilitator <^scus$es supei'lative 
and conparatlve adjectives 

c. Participants practice language 
functions and strictures, ^cti/ity 
Sheets n,2,3,4,^ 

2. EVALUATION 

Written Test 

3. RESOURCES 

a. Activity Sheets 

b. Facilitator 

c. United States Postal Service 
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TASK #12 

INPOEMATION SHEET 
I* INTRODUCTION 

PREPARE OUTGOING MAIL 

In large offices, outgoing mail is usually handled by a special 
department. However, in the small office, the secretary must be 
familiar with all routine practices for handling the outgoing mail. 

In handling outgoing mail, the secretary must be sure that the 
letter is complete in every respect and ready for her employer's 
signature. If the letter is to be sent by Special Delivery or 
Airmail, such notations must appear on the envelope, preferrably 
immediately under the postage, when mail is addressed for the 
special attention of someone, the words "Attention of..," should 
be typed in the lower left-hand corner of the envelope. 

It is also the secretary's duty to make certain- that any enclosures 
mentioned in the letter are carefully checked and securely placed 
in the envelope. 

After the envelopes are sealed, the correct amount of postage should 
be placed evenly in the upper right-hand corner. 

OUTGOING MAIL MUST BE: 

a. signed 

b. folded 

c. sealed 

d. stamped 

e. sorted 

f. mailed 

As a general rule, a good secretary will keep copies of all letters 
that are mailed from her/his office which will be filed appropriately 
as soon as possible. 

ZIP codes must be included in the addresses to insure immediate 
delivery from the post office. 

All letters and other types of mail should be posted at tne end of 
each business day. 

II. SEALING ENVELOPES BY HAND 

In small offices envelopes are seldom sealed by machine. A batch 
of 8 or 10 envelopes can be quickly sealed by hand by overlapping 
the opened gummed flaps of the envelopes so that all may be moistened 
with one stroke of a wet sponge. Each envelope is then picked up 
with one hand, passed onto the other, and the flap sealed by closing 
the fingers over the envelope. This is repeated until all the en- 
velopes are sealed. 
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TASK //1 2 

INFORMi^TION SHEET 
p. 2 



III. POSTAL INFORMATION 



Every secretary should be familiar with the general rules and 
regulations .pf the Postal Service. She will find it ;*elpful to 
know about rates and fees for Airmail ^ Special Delivery, Registered 
Mail, Money Orders, and Insured and CCD. mail. She should also 
become familiar with the regulations governing parcel post and 
printed matter. 
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TASK #12 

INPOPMATION SHEET: ifkIL SERVICES 



FintKa— Mail 

You use First Class Mall for letters, post cards, 
postal cards, greeting cards, personal notes, and 
for senduig checks and money orders. First- 
Class Mail mailed wiLhin the customs territory 
of the United Sutes may not be opened without 
a federal search warrant. All First-Class Mail 
receives expeditious handling and transporu- 
tion. If your First-Class Mail is not letter size, 
make sure it is marked "Fiwt aass** or use a 
green-bordered large envelope. 

First-Class MaU generally wUl be delivered 
oveml^t locally and to certain designated 
areas if properly addressed (including 5-digit 
ZIP Code) and deposited in time for the 5 p.m. 
collection. TTie designated over^iig^it delivery 
area is dependent on transporuvion accessibil- 
ity *nd scheduling. Second-day delivery is 
scheduled for locally designated sutes nation- 
wide to which transporution is available for 
consistent achievement of 2-day delivery Third 
day deliverv is scheduled for all remaining 
outlying areas nationwide. 



Fottrth^d—g MaU (Parcel P oat) 

Use this service for packages weighing 1 pound 
or more. (If First Class Mail is enclosed or 
aiuched, First-Class posuge must be paid for 
die enclosure or atuchment unless exempted 
by postal regulations.) Packages mailed in the 
continental United Sutes can weigh up to 70 

£!?H «• "'^"''5 "P "^ches in length 
and girth combined. Your post office also haf 
mformation about specij nrailing rates for 
Dooks, catalogs, and iniemarional mailings. 





Secoad*Clw Mail 

Only publishers and registered news agents 
who have been authorized second-class mailing 
privileges may mail at the second-class pound 
rates. The applicable single piece third-class rate 
or fourth-class rate mus.t be p?td on copies of 
second-class magazines and newspapers mailed 
by the general public. Call or visit your post 
office for additional information. 

Thlrd^Qaay IKail 

Third-Class mail, also referred to as bulk busi- 
ness mail, may be sent by anyone but is used 
most often by large mailers. This class includes 
printed mater^-1 and merchandise parcels 
weighing less than 16 ounces There are two 
rate structures for this class: for a single piece 
anc 'k mail. Many conmiunity organizations 
ar -r-v^s find it economical to use the 
bt. uso, individuals may use third-class 

mail iling lightweight parcels. Your post 
officv .a Information on what category of 
third-class mail is best suited to your needs. 



Priority Mail 

^^J^^ ^ First-Class Mail weighing more 

12 ounces. Use it when 2- to 3-day service 
w f^^^S^' "^^ maximum weight for Priority 
Mail IS 70 pounds, and the maximum size is 108 
inches in length and girth combined. When 
sending Priority Mail, use die free Priority Mail 
stickers available from your local post office. 
International Mail 



Airmail and surface mail can be sent to virtually 

ail foreign countries. TTiere are four types of 
international mail; 

1. Letters and Cards— includes letters, letter 
packages, aerogrammcs', and post cards 

2. Odier Articles— includes printed matter 

matter for die blind, and small packets. * 

3. Parcel Post. 

4. Express Mail IntCi national Service 
registry service with limited indemnity pro- 

tection is available for letters and cards and 
other articles to many countries. Insurance is 
avail;a)lc for parcel post to most countries, 
cneck wuh your post office for specific infor- 
mation about the country to which you are 
mailing. r u«t 

* lightweight stationery 
item diat folds into a mailing piece and may 
bear imprinted postage. It is an economical and 
convenient form of letter mail for correspond- 
ing widi people in foreign countries. Aero- 
grammes are available at any post office. 



RESCXJRCEj 
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TASK #12 

INFORMATION SHEET: 
p. 2 



MAIL SERVICES 



Special Delivery 

You can buy special delivery service on all 
^ classes of mail except bulk ihird class. It pro- 
vides for delivery, even on Sundays and holi 
days, during prescribed hours which extend 
beyond the hours for delivery of ordinary mail 

Tliis deUvery service is available to all cus- 
tomers served by city carriers and to other cus- 
tomers within a 1-mile radius of the delivery 
post office. 

TTie purchase of special delivery does not 
always mean the article wUI be delivered by 
yccial messenger. Special delivery may be 
delivered by your regular carrier if It is available 
before he or she departs for morning deliveries 
Call your post office about the availability of 
special delivery service. 

Note: Make sure tfie mailing is endorsed 
Special Delivery. 



CoMect-on-DcUvcry (COD) Service 

m!frSP°^^'''' u*' "^^""^ y°" 'o collect for 
merchandise when it is delivered to the 

^tT^ '^'^'^ '""y "scd for mer- 
chandise sent by parcel post. First-Class Mail or 
J^d-class mail. The merchandise must havt 
been ordered by the addressee 

Fees charged for this service include insur- 
ance protection against loss or damage. COD 

S!-^?.!"'^ " registered mail. COD 

serv ce is limited, however, to items valued at a 
maximum of 1500. TTiis service is not available 
for international mail. -vdiiaoic 



MCilgwim Service 

Mailgram service is an electronic message ser- 
vice offered by Western Union which provides 
next-day Postal Service delivery for mcssaecs 
you fend to any address in the United States, 
ine messages are transmitted for delivery with 

Mailgram service is 
also avai able for Canadian addrcKcs. You can 
send Mailgram messages in one of several ways 
You can call Western Union and dictate your ' 
message to the Western Union operator, or you 
can use your office Telox or TWX. For more 
informaUon. call Western Union Telegraph 
Company In Hawaii, call your local nwt office 
for informaUon on how to send a mcssaae In 
Alaska, call Alascom. inc.. for Mailgram^vice. 
(Mailgram is a registered trademark of Western 
union Corporation.) 



Oiih Receipt* 

Customers needing to verify payment of post- 
age and other services are entitled to cash 
receipts. Ask for a Cash Receipt. 



Pof t»ge Meter* 

When a mailer uses a posuge meter, the post- 
age, postmark, and date arc imprinted at the 

Many mailers, indud-' 
^l^^ " ^!^'"''^*"'y mail volume. 
^Zh^^i .*"V*". 'convenience more than off- 
kJ^!;? o , K of n:<untaining an account and of 
Icising the machine. <:all your post office for 
more information. 



Special HaU'dling 

Special handling !,crvicc is, available for third- 
and fourth-class mail only including insured and 
COD mail. It provides for preferential handling 
in dispatch and transport, but docs not provide 
special delivery 

The special handling fee must be paid on par- 
cels that require special care such as baby poul- 
try, b-'cs. etc., exc«.-pt those sent at the 
First-Qass Mail rate. Special handling docs not 
mean special care of fragile items. Anything 
breakable should be packed with adequate 
cushioning and marked FRAGILE. 



Certificate of Mailing 

A certificate of mailing may be what you want if 
yoij only need a receipt showing evidence of 
mailing. It does not provide insurance coverage 
for loss or damage. Your post office will endorse 
a certificate of mailing receipt for a fee. No rec- 
ord is maintained at the post office. 



Pertonal Checks 

purchase of money orders, the 
post office may accept personal checks fJr pay 
mcnt of postal services and products up to The 

fd'l'.m.fi '^"^ show suiilble 

dtntifica ion. Make your check payable to the 
U.S. Postal Service or Postmaster 



K^OURCE : A Consumer's Directory of Postal Services and Products , 
rni/-- Unitod F»■.^^os rost^l Servioo. ~ 

142 



HACER INC ./HISPANIC WOMEN'S CENT!ER 
BILDJOIAL \«XATIONAL TRAINING 



TASK #12 

INPOBMATiai SHEET: 
p. 3 



SPECIAL MAIL SERVICES 




When you have to nail sorething of valiae, v*iether it is ironey, j«gelry, old coins, 
inportemt dociinents or even that old f*iotograph of your grandnother, the Postal 
Service has three ways you ccoi mail these valuable items to give them the extra 
protection they need: Insured mil , Registered tfail or E}q?ress mil. 



Insured Mail 



Insured maiJ provides reimbursement 
up to $400 for an article which is lost 
or damaged while in postal custody. This 
insurance is available for Third and Fourth- 
Class rate mail It is also available for mer- 
chandise mailed at the First-Class Mail*or 
Priority MaiP rates. (Irreplaceable items, 
regardless of their value, and items vdued 
over $400, should be sent by Registered 
Mail which provides even ^eater protec- 
tion). Reimbursement for insured mail is 
limited to the actual value of the item, less 
depreciation. Payments will not be made 
for sentimental or consequential losses. 



Registered Mail 



The registered mail system is designed to pro- 
vide added protection for valuable and impor- 
tant mail. Postal insurance may be purchased, at 
the option of the mailer, to cover articles valued 
at the time of mailing up to 125,000. Registered 
mail is the most secure service the Postal Ser- 
vice offers. It incorporates a system of receipts 
to monitor registered articles from the point of 
acceptance to delivery. Only matter prepaid 
with posuge at the First-Class Mail rates' may be 
registered. For additional fees, return receipt 
and restricted delivery services are available. 




Express Mafl Ne xt Day Service 

Express Mail service, our fastest service, pro- 
vides several options for both private and busi- 
ncss customers who require overnight delivery 
of letters and packages. To use Express Mail 
Next Day Service, take your shipment to any 
designated Express Mail post office by 5 p.m., or 
other acceptance time authorized by the local 
postmaster, or deposit it in an Express Mail col- 
lection box. Your mailing will be delivered to 
the addressee by 3 p.m. the next day (weekends 
and holidays included), or it can be picked up 
at the destination post office as early as 10 a.m. 
of the next day the office is open for business. 
Destinations which can be reached overnight 
from your city may be checked by using the 
Express Mail Next Day Service NetuKjrk 
Directory, If you don*t have a copy ask your 
post office to check the destination for you 

This service comes with a money-back post- 
age guarantee (see • below) and shipments are 
insured against loss, damage, or rifling at no 
additional cost. Merchandise is insured up to 
1500. o^cept for negotiable items, currenc); 
or bullion, in which cases indemniry is limited 
to 115. 

Additional Express Mail services available 
include Same Day Airport Service, Express Mail 
Custom Designed Service, and Express Mail 
International Service. Call or visit your post 
office for additional details. 

•100% refund of Express Mail postage upon 
application at origin post office if an article 
maiieu by 5 p.m. (or other acceptance times 
authorized by the local postmaster) at an 
Express Mail acceptance post office is not 
available for pickup at a destination Express 
Mail post office by 10 a.m. the next business 
day; or delivery is not attempted by 3 p.m. of 
the next day (unless delayed by strike or work 
stoppage). 



ERIC 



A Oonsunrer's Directory uf Postal Services and Products ^ 
Uiuted States Postal Service. ^ ^ 

143 



HflCER INC./HISPANIC WOMEN'S CENTER 
BILINGUAL VIXATIC^IAL TRAINING 



TASK #12 



INPOFMATICX^ SHEET: 
p. 4 



CERTIFIED MBiTT. 



What is 
CCTtifiedMail? 

Certified mail provides you with a mailing 
receipt and a record of aelivery is maintained 
at the addressee's post office. No record is kept 
at the ofBce at which mailed. 



CERTIFIED miL RECEIPT 



700 IIH 

ACCEIPV FOR CERT^flEO UAil 











i 








(^M-t^ tf^n»«*| 


.. 













What maybe Certified ? 

^"ly Items oT no inthnsie value such as letters. 
hJes. records, etc, that are sent Priority First- 
Class Majl may Ix; sent 
r>y certified mail. No 



if 
1 



t 

ij:z 



P-£3i ?22 im 



insurance coverage is 
provided against loss 
or damage Tor this ser- 
vice. (For valuables 
and irreplaceable 
items, you should use 
insured or registered 
mail.) 




Fees 



The fee for certified mail is 75 cents (in addition 
to your postage). For an additional fee, you also 
may purchase a return receipt which provides 
you proof of delivery. 



DOMESTIC RETORN RECEIPT 



! ■ i 


i 
i 

i 




B» Bas- 


1 
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TASK #12 

INFORMATION SHEETT: ADDRESSING MAIL 
p. 5 



All mail needs a delivery address and should 
also have a return address. The following infor- 
mation is recommended in the sequence and 
position indicated for addressing: 

A. Return Address: 

1. Sender's name. 

2. Sender's street address, post office box 
number, or rural route number ai;d box 
number. If mail is from a multi-unit com- 
plex or apartment building, place the 

' room or apartment number to the right 
of the street address. 

3. Sender's city, sutc. and ZIP Code. 

B. Destination Address: 

1. Recipient's name. 

2. Recipient's street address, post office box 
number, or rural route number and box 
number. If mall is to a multi-unit com- 
plex or apartment building, place the 
room or apartment number to the right 
of the street address. 

3. Recipient's city, sute, and ZIP Code. 
You will get the best possible service if you: 

1. Cq^italize everything in the address. 

2. Use common abbreviations found in Pub- 
lication 65, National Five-Digit ZIP 
Code and Post Office Director)', avail- 
able in post office lobbies. 

3. Eliminate all punctuation. 

4. Use the 2-Ietter sute abbreviations found 
in this directory (see page 12) or Publica- 
tion 65. 

5. Use ZIP Codes. 

When both a post office box number and a 
street address are used, make sure the place 
where you want the mail delivered appears on 
the Ifne immediately above the city, state, and 
ZIP Code line and that the ZIP Code or ZIP + 4 
code corresponds to that address. For example: 

GRAND PRODUCTS INC 

475 LTENIANT PLAZA SW 

PC BOX 320 (mail will be delivered here) 

WASHINGTON DC 20260^320 



Below is a list of 2-ietter slate abbreviations 



Alabama AL 

AJaska AK 

Ari/una AZ 

Arkansas AK 

Amcncan Samoa AS 

California CA 

Colorado CO 

Conncccicuc CY 

Iklawarc DE 

Uist of Columbia DC 

Florida FL 

Georgia GA 

Guam GU 

Hawaii HI 

Idaho ID 

Illinois IL 

Indiana in 

Iowa lA 

Kansas KS 

Kentucky KY 

Louisiana LA 

Maine ME 

Maryland Ml) 

Massachusetts MA 

Michigan MI 

Minnesota MN 

Mississippi MS 

Missouri MC) 

Montana MT 



Nebraska NE 

Nevada N\' 

New Hampshire NH 

New Jersey NJ 

New Mexico NM 

New York N^' 

North Carolina NC 

North Dakota ND 

No Mariana Islands .. CM 

Ohio OH 

Oklahoma OK 

Oregon OR 

Pennsylvania Pa 

Puerto Rico PR 

Rhode Island RJ 

South Cvolina SC 

South Dakota SI) 

Tennessee TN 

Trust Territor>' TT 

Texas TX 

Utah UT 

Vermont VT 

Virginia VA 

Virgin Islands VI 

Washington \X'A 

West Virginia WV 

Wisconsin WI 

Wyoming WY 



O RESOURCE: A Oonsxamer's Directory of Postal Servioes and Products ^ 
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INFX)BMATIC»J SHEET: PACKAGE DELIVERy SERVICES 
p. 6 

Choose the package 
delivery service that is 
best for your needs. 




EXPRESS MAIL SERVICE 




When your package jjas to be delivered over- 
night, use Express Mail Next Day Service® 
available at e^.dOO post offices. Although Next 
Day Service costs more than our other package 
delivery services, your package will be delivered 
right to the door, no later than 3:00 P.M. the 
next day. including Sundays and holidays. Or it 
can be picked up at the destination post office as 
early as 10:00 A.M. the next business day Each 
city has its own network of cities that can be 
reached overnight. Consult your local express 
mail network directory available at your local 
post office. A five-pound package delivered 
overnight coast-to coast would cost $14.50 



Priority Mail 



o 

ERLC 




Packages sent by Priority Mail'" will be delivered 
anywhere in the continental United States in 
jusl two to three days. Rates vary by weight 
02.— 70 pounds) and distance, but are priced 
well below the cost of overnight service. A five- 
pound package sent cross-country would cost 
$().54. Clearly mark your package "Priority 
Mail" or affix "Priority Mail" labels, which are 
available free at the post office, to be sure it re- 
ceives the priority handling you are paying for 

Thifd<:iassMail 

1 hird-Class Mail is an inexpensive way^io ship 
packages that weigh under a 
pound. Your package may be sent 
from any post office and deliv- 
ery standards are similar to those 
for parcel post. The cost 
a half-pound 
package (coast-to-coast) 
is $1.05. 



Parcel Post 

J his is the most economical method of sending 
packages. Parcel post packages can be sent 
from any post office in the country Delivery 
usually takes from one to ten days, 
depending on the distance the 
package must travel. If your 
package weighs between 
1 pound and 70 pounds, 
and is 108 inches or 
less in combined 
length and girth 
(distance around at 
thickest part of 
package), it can be 
mailed parcel post. 
A five-pound package 
sent coast-to-coast 
would cost $4.07. 
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TASK «12 
Mailing Machine 



Bring rne posif office 
into your of/ica with the 
Pitney Bowes Model 5460 
Mciiling Machine and RMRS 
Postage Meter 



HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 
INFORMATION SHEET 

Just think of what 



the nine benefits 
of metered mail 
can do for you 



Giving you the speed, versatility and 
reliability you need in a mailing system, 
the Pitney Bawiss Model 5460 Mailing 
Machine and RMRS Postage Meter is 
ideal for your office or shipping room. 

You get all the benefits of metered mail 
and nriore! Because this unique system 
allows you to reset your postage meter 
yoi/rse/f in just 90 seconds... without 
leaving your office. 

It's as easy as 1-2-3. Whenever you 
need more postage, you simply: 

f • Pick up your touch-tone telephone.. 




2. Exchange data with the RMRS Data 
Center, and... 




3. R0$0t your postage mefer with s/n- 
0/e or multiple Increments of $200 or 
$2,000^ whichever suits your needs. 

Whafs more, your paperwork and pay- 
ments to the Postal Service are auto- 
matically taken care of by the RMRS 
System, once your account is set up. It's 
a system of payment and resetting that 
couldn't be more secure . . .that saves 




you time and money by eliminating 
meter downtime, lengthy trips to the 
post office, and procurement of certified 
checks for payment. 

With the PB Model 5460, you can 
meter-imprint, seal and stack your out- 
going mail in one continuous operation. 
Print postage from 1 0 to $9.99 and, 
if desired, your meter ad. For your 
oversized packages and envelopes, 
gummed meter tape, wet or dry, is auto- 
matically provided. 

And the versatile Model 5460 quickly 
changes from a mailing system to a 
shipping system. Simply remove the 
meter and attach a parcel register. 

Designed to give you maximum 
dependability and durability, the Pitney 
Bowes Model 5460 Mailing Machine is 
compact, easy to operate, and fits in 
with any decor. 

Specifications: 

Overall Height: 8%" (219 mm) 

Base Dimensions: 13'/2" by 9^" (343 

mm by 238 mm) 

Weight: 26 lbs. (1 1 kg) (without meter) 
Finish: Off-v/hite and Black 

Our continuing product Improvement 
program may bring about changes In 
specifications. 



1. Postal consultation and service. 

You get free, no-obligation counsel from 
PB mailing professionals on any aspect 
of mail/paper-handling procedures. 

2. Postage convenience. Buy postage 
without ever leaving your office and 
print the exact amount of postage you 
need -anytime. Save on trips to the 
post office for stamps. 

3« Automatic postage accounting. 

Your meter keeps track of postage used 
and on-hand, and the RMRS system 
automatically takes care of your pay- 
ments to the Postal Service, once your 
account is set up. 

4. Office efficiency. Meter-imprint, seal 
and stack your mail in one c 'ation 
and give your employees ' .»d time to 
do more important and pre :tive work. 

5. Improved off ice morale, ivlake 
employees happier on the job by elimi- 
nating tiresome wetting and sticking 

of stamps and envelopes. 

6. Package and large envelope capa- 
bility. For a neat and dated, professional- 
looking package, your meter will 
produce gummed meter tapes for 

the exact amount of postage you need. 

7. Faster postal service. Because your 
mail is already dated and canceled, it 
moves through the post office faster and ' 
often catches earlier trucks and planes. 

6. Professional Image. Your mail looks 
neat, crisp, modern and business- 
like... and that carries a message about 
you and your organization. 

9. Meter advertising. Use the free 
advertising space on your outgoing 
envelopes to create low-cost, high- 
impact advertising campaigns. (Ask 
your PB representative for details and a 
free booklet on the seven benefits of 
meter advertising.) 

i Pitney Bowes 

Walnut and Pacific Sts 
Stamford, Conn. 06904 
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HACER INC/ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK # 12 

INFORMATION SHEET: OUTGOING MAIL 

* INCOMING AND OUTGOIN G !4AIL 

* Outgoing mail is the mail leaving an office. Incoming mail 
is the mail coming in to an office. 




In large comp.-mies, the mailroom handles both incoming and 
outgoing mail. The people who work in a mailroom are caUed 
mailroom clerks , and they perform all the mail-r^elated duties 



* OUTGOING MAIL 



* The mailroom clerk's duties, as far as outgoing mail is 
concerned, are to: collect outgoing packages and 
correspondence, check that all the addresses are clearly 
written and complete with zip codes, sort them according 
to class and destination, and then either: 

— weigh them, figure out the postage according to 
current postal charts, and attach the correct 
postage (either counted out in stamps or 
metered out on a postage meter machine) , or 

— take the sorted mail to the post office, and 
have a postal clerk weigh, calculate, and 
attach the postage. 

At this point, the mail is turned over to the postal 
service and sent on its way. 
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HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #12 

INFORMATION SHEET ; MAILING PACKAGES 



Posters and ether papers are sometimes mailed in 
mai.l.LQg tybes made of cardboard. li something is 
too large to send in a mailing tube or large 
envelope, then you must use a cardboard box or 
carton. 



((r 



People usually use boxes or cartons made of 
corrugated cardboard. Cro^^stdion of 



They -fill them with some kind of Backing material 
or D§dding to protect the object, wrag them in 
brown paper , and either ti^e them with stri^ng or 
twine or tape them up with special packing ''tape. 
Packing tape can be aa^er taQg (made of brown 
paper), or plastic sealing tape, or fiLSQjeQt tape. 
Filament tape is very strong and has threads o^" 
nylon in it so it can't be torn and must be cut. 



SfTin^ or 
twine 





Any kind of holder for tape is called a tage 

disggnser. A tape dispenser for paper tape often 

has a moLstener attached. /""T^N^"* P^P^-^ 

tape 




Inside the box a Backing sl^i.B is usually enclosed 
which contains r list of the contents >f the 
package. ^ 

of podciS^t 



PACMH& LIST 



Gn the Ciitsi de of fsackatas i s attached a 1 sh^l 

with the address of the person the package is being 
sent to and your address - which is the return 
address. 
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TASK #12 

INFORMATION SHEET : MAILING PACKAGES 
p. 2 

* The post office has strict regulations about the 
size, weight, «nd wrapping of packages. (For 
example, they will not accept packages sealed with 
scotchtape or masking tape, because these are not 
secure enough). 




Larger companies have a mail room that takes care 
of mailing letters and packages. Very small 
companies usually go directly to the post office. 



Medium-size companies usually have scales (to 
determine the weight nf the packageor letter) and 
^ ctiSCt with the postal rates so that they can 
figure the cost of mailing themselves^. 





^ §tSlDE lD§£biQe can be set for a certain amount of 
postage and then either print that amount directly 
on an envelope or print it on a small piece of 
D§figC ^^Cg that ca^ be attached to a package or 
manila envelope. 




The most common stamp machine is the PLtQ^^z§Qy^§ 




Developed by HACER INC. 1979 
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BILINGUAL VOCATIONAL TRAINING 

TASK #12 

INFORMATION SHEET ; OUTGOING MAIL 
p. 3 

1. Mailing Letters 

* iQvelgges: The part of the envelope which folds 
over to close it is called the tlag^. 




t There are several different ways of closing or 

§g§iiDfl an envelope. The most common is a "gummed 
flap" - this kind has a sort of dried glue on the 
edge of the flap and you must moisten it with water 
or lick it with your tongue to make it sticky. 




♦ Others are "self-seal envelopes". These usually 
have a band of a sticky or gummy substance and then 
a covering strig. When you remove the strip, the 
flap is ready to seal. 



Window envelopes have an opening in the front where 
a printed address can show through. 



CD 

Large envelopes are often made of a heavy-weight 
yellowish paper and are called manila enyelgges. 
These usually have a flummed flag'^in addition to a 
!Dgtal clasB fsgteners. These fasteners have nsetal 
fingers or prongs which bend up, insert through a 
hole in the flap, and bend flat again to close. 



* Other fDanila envelopes close with a "string-and- 
button" type closure, where the string is wrapped 
around a button to hold the flap closed. 




HACER INC. /HISPANIC WOMEN'S CENTER 
TASK #12 BILINGUAL VOCATIONAL TRAINING 

INFORMATION SHEET 
FOLDING LETTERS 

All letters must be properly folded for insertion in their envelopes. 

For the standard business size envelope (No. 6J), letters are folded as follows. 



First - fold the lower edge of the letter to within I inch 
of the top edge. Crease the fold neatly. 



Second - fold the right side of the paper toward the left 
so that the folded portion will be about 1/3 of the width 
of the paper. Crease the fold neatly. 



Third - fold the left side of the paper toward the right 
to within I inch of the right edge. Crease and fold 
neatly. 



Fourth ~ hold the folded letter in the right hand, and 
the open envelope, face downward, in the left hand. 
Place the letter in the envelope so that the last fold 
is inserted first. 

Note: Always allow for a slight overlay at each fold, 
as this makes it easier to unfold the letter. 





For the standard legal size envelope (No. 10), letters are folded as follows: 



First - fold the lower edge of the letter to a point 
about 1/3 from the top edge of the letter. Crease 
the fold neatly. 



Second - fold the top edge of the letter down to a 
point I inch from the lower edge. Crease the fo\d 
neatly. 



/ W 



Third - hold the folded letter in the rl ,ht hand, 
and the open envelope, face downward, in the left 
hand. Place the letter in the envelope so that 
the last fold is inserted first. 



Q Developed by HACER INC. 
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TASK #12 
ATTACHMEOT 
TE)CHMICAL TERMS 

AIRMAIL: 

BULK MAIL: 



CASH RECEIPT: 

DELIVERY SERVICES: 
DESTINATION ADDRESS; 
DOMESTIC MAIL: 
ENCLOSURE (S) : 
EXPRESS MAIL: 
FOLD: 

FORWARDING MAIL: 

INSURED miL: 
INTERNATIONAL MAIL: 

MAIL BAG: 

MAILGRAM: 

MAILING LABELS: 

OUTGOING MAIL: 

POSTAGE: 

POSTAGE METER: 
POSTAL RATE TABLE: 
POSTMARK: 



mail sent by airplane. 

a single mailing of at least 200 pieces or 50 pounds of 
mail and assigned a bulk rate, a charge less than pieces 
mailed individually. 

a receipt given to person who needs to verify payment of 
postage and/or other services. 

city and rural services offered by post office. 

recipient's name, address, city, state, and ZIP code. 

mail sent anywhere in the continental United States. 

that which is enclosed, as a paper sent in a letter, 

fastest overnight delivery of letters and packages. 

to double ^paper, cloth, etc.) over upon itself. 

notification to post office of change of address. 

i^?^,,^^^ °' "^9^ in postal 

custody. 

cushioned, strong, brown-colored receptacle in which 
books or other fragile materials may mailed. 

an electronic message service which enables messages to 

be sent to any address in the U.S., Alaska, Hawaii, & Canada. 

slips of paper or other material, for affixing to something 
to indicate destination. 

letters, packages which are sent out via generallyaccepted 
postal rules. 

the charge for mailing a letter or other matter 
ordinarily prepaid by means of a stamp(s). 

an electronic mailing machine. 

a chart which helps calculate postage charges. 

letters marked with the name, state abbreviation and 
first 3 digits of the ZIP code the post office or city 
where the mail is processed. 
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TASK #12 

TECHNICAL TERMS 
P- 2 



PRESORTED: 
PRINTED MATTER: 



PRIORITY MAIL: 

REGISTERED MAIL: 
RETURN ADDRESS: 

SEAL: 

SPECIAL DELIVERY: 
STUFF: 



TWO LETTER STATE 
ABBREVIATION: 



ZIP CODE: 



ZIP CODE DIRECTORY: 



to prearrange according to kind or class; classify. 

paper on which words, letters, figures or computer 
prepared material have been reproduced by any process other 
than handwriting or typing, and may be sent as third-class 
mail if weighing less than 16 ozs. 

first-class mail weighing more than 12 ozs.; maximum 
weight, 70 lbs. 

a service which provides added protection for valuable nail, 
sender's name, address, city, state and ZIP code. 

anything that effectively closes a thing as in "sealing 
a letter". 

delivery on Sundays and holidays beyond delivery hours for 

to fill a receptacle by packing the contents ' ordijiary nail 

closely together. 



two letters denoting 50 states' names including U.S. 
possessions . 

5 digits added after the state abbreviation which are 
important in the processing and delivery of mail. 

published by the postal service containing the ZIP codes 
of all states, cities, and local areas, arranged in 
alphabetical order by state. 
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TASK #12 

ACTIVITY SHEET #1 : J.R.ESL 



COMMUNICATIVE TASK: Vocabulary practice for the processing of mail. 

DIRECTIONS: Write at least one verb corresponding to each of the followinq 

nouns. ' 

Example: Postal rate chart. 

look up/find/find out/consult 

NOUNS VERBS 

1. Postage Meters 

2. Scale ~ 

3. Envelopes 

4. Zip Code Directory 

5. Packages 

6. Mail 

7. Address 

8. Label 

9. Enclosures 

10. ZIP Code 



NAME 



DATE 



HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK //I 2 

ACTIVITY SHEET #1: J.R.RSL 

COMMUNICATIVE TASK: Vocabulary practice for the processing of mail. 

DiRECTJONSi Write at least one verb corresponding to each of the following 
nouns. 

Example: Postal rate hart. 

look up/find/find out/consult 



NOUNS 

1. Postage Meters 

2. Scale 

3. Envelopes 

4. Zip Code Directory 

5. Packages 

6. Mail 

7. Address 

8. Label 

9. Enclosures 
10. ZIP Code 



VERBS 

(operate /set / s t am p )_ 
(wei gh ) _ 



( s t amp / seal ) 



(look up/fin d / find out/consult) 
(wrap/tie/la b e 1 ) 



( process / st a mp / send) 
(check/typel _ 
( t vpe /a f fix ) 



( att ach/chec k /clip /staple) 
( che ck/ 1 ook up ) 



NAME 



[ATE 
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Task #12 

ACTIVITY SHEET #2: J.R.ESL 

C0MI4UNICATIVE TASK: Read for factual information. 

DIRECTIONS: Next to each address write in what information 
is missing. 

Example: Ms. Jane Stewart 

Accounting Department 
Missing information Andover Realty 
ZIP Code 260 5th Avenue 

New York, NY 

Missing information: 

1. Arts & Entertainment Network 
Fifth Avenue 

New York, NY 10018 

2. Fuji Bank & Trust Company 
World Trade Center 

New York, NY 10048 



Corporate Resources, INc. 
89-27 Queens Boulevard 
New York, 11378 

Olympic Design Furniture 
57 Street 

New York, NY 10017 

Presidential Agency 
12 5 West 
Brooklyn 11002 

Sherwood Packaging Co. 
57 3 Grand 

Staten Island, ny 10127 

H & L Management Corp. 
1346 Washington Boulevard 
Connecticut 02158 

Citibank 
399 Madison 
New York, NY 

Cabrini Medical Center 

East 19th Street 

New York, NY 10004 
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Task #12 

ACTIVITY SHEET #2: J.R. ESL 



COMMUNICATIVE TASK: 
DIRECTIONS: 



Read for factual information. 



Next to each address write in what information 
is missing. 



Example: 



Missing information 
ZIP Code 



Missing information ! 

] 

Cbuilding or a^c.#) 



(no. ) 



(state) 



(building number, 
room number) 



(street) 
(state) 



(street) 



fnity) 



(street type) 
(zip code) 



^building number, 
room number) 



Ms. Jane Stewart 
Accounting Department 
Andover Realty 
260 5th Avenue 
New York, NY 



Arts & Entertainment Network 

Fifth Avenue 

New York, NY- 10018 

Fu^i Bank & Trust Company 
World Trade Center 
New York, NY 10048 

Corporate Resources, INc. 
89-27 Queens Boulevard 
New York, 11378 

Olympic Design Furniture 
57 Street 

New York, NY' 10017 

Presidential Agency 
125 West 
Brooklyn 11002 

Sherwood Packaging Co. 
573 Grand 

Staten Island, UY ^ . 10127 

H > L Management Corp. 
1346 Washington Boulevard 
Connecticut 02158 

Citibank 
399 Madison 
New York, NY 

Cabrini Medical Center 

East 19th Street 

New York, NY* 10004 



NAME 



ERIC 



DATE_ 

162 
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BILINGUAL VOCATIONAL TRAINING 

TASK #12 

ACTIVITY SHEET #3: J-RESL 
COMMUNICATIVE TASK: Read for factual information 

DIRECTIONS: From the list of superlative adjectives oelow, choose the one 

that best completes the sentence. (Use the "Postage Rates, Fees 
and Information" Chart and INFORMATION SIEETS.) 

safest heaviest cheapest 

fastest smallest largest 

thickest 

^- '^^^ way to send irreplaceable items is by Registered Mail. 

^* '^^^ envelope you could send First-CLass is 12 02.. 

^- "^^^ way to send at least 200 identical' printed items is 

by Third-Class nail (also referred to as bulk business nail) . 

'^^^ way to send something is by Express Mail/Next Day Service. 

^* '^^^ sized envelope you can send is 3}" x 5'*. 

^* '^^^ . amount of money you could send in 1 money order would be 

$700.00. 

^* "^^^ . envelope you can send First -Cass is i of an inch* 



NAME 



DATE 
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TASK. #12 

ACTIVITY SHEET #3: J.R£SL 



COMMUNICATIVE TASK: 



Read for factual information 



DIRECTIONS: 



From the list of superlative adjectives below, choose the one 
that best completes the sentence. (Vse the "Postage Rates, Fees, 
ancl Infontation" Chart and INFORMATION SHEETS.) 



safest 

f a£.wc:>t 



heaviest 
smalles 



cheapest 

largest 

thickest 



1. 
2. 
3. 

4. 
5. 
6. 

7. 



The (safest) way to send irreplaceable items is by Registered Mail. 
The (heaviest) envelope you could send First-<:iass is 12 oz.. 
The (cheapest) way to send at least 700 identical printed items is 
by Tlaird-<:iass nail (also referred to as bulk business iiBil) . 

The (fastest) way to send something is by Express Mail/Next Day Service. 

The (smallest) sized envelope you can send is 3J" x 5". 

The (largest) amount of money you could send in 1 money order would be 

$700.00. 

The (thickest) .envelope you can send HrstHlass is i of an inch. 

rs can be found in "Postage Rates, Fees and Information" chart published 
B U.S. Postal Service and in the INF0K1ATI0N SHEETS. 
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TASK #12 

ACTIVITY SHEET #4: J.R.ESI. 

COMMUNICATIVE TASK; ' Reading for factual information 



DIRECTIONS: From the list of comparative adjectives below, choocft the 

one that best completes the sentence. (Use tho 
"Postage Rates, Fees and Information" Chart and INFORMATION 
'SHEETS.) ■ ' 



cheaper heavier faster 

smaller less more 



1» For First-Class mail, envelopes than 3i" x 5" or 

than i" are also unacceptable. 

2» For Express Mail, items than 70 pounds' are not acceptable, 

3» To insure a mailed item for than $500*00, you have to use 

Register d Mail service* 

A* With a postage cneter, you can process the mail much than 

by hand* 

5* Printed matter can be sent Third-Class which is than 

First-Class if each piece weighs than 16 ounces. 
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TASK #12 

ACTIVITY SHEET #4: J.R.ESL 

COMMUNICATIVE TASK: Reading for factual information 



DIRECTIONS: From the list of comparative adjectives below, choose the 

one that best completes the sentence. (Use thp 
" Post age Rates, Fees and Information " Chart and INFOPI^TION 
SHEETS.) 



cheaper heavier faster 

smaller less more 

1. For First Class mail, envelopes (smaller) than 3 J" x 5" or 
(smaller) than T' are also unacceptable. 

2. For Express Mail , items (heavier) than 70 pounds are not acceptable, 

3. To insure a laailed item for (more) than $500.00, you have to use 
Registered Mail service. 

A. With a postage meter, you can process the mail much (faste r) than 
by hand. 

5. Printed matter can be sent Third Class which is (cheaper) than 
First-Class if each piece weighs (less) ^.^an 16 ounces. 



NAME 



DATE 
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TASK #12 

ACTIVITY SHEET # 5 J.R.ESL 

CC»fHJNICATIVE TASK: WH questions; seek clarification 

DIRBCTICNS: Write the questions corresponding to the following sentences. 

Ex. Answer; A five digit designation which is very iitportant in 
efficient mail pnx:essing. 
Question; What is a ZIP code? 



1. Answer; Because it's a faster way to process outgoing imil. 
Question; 

2. Ansver; Mail is delivered faster using them. 
Question; 

3. Answer; Registered nail is the safest service offered by the Postal Service. 
Question; 

4. Answer; It is called a cash receipt. 
Question; 



5. Answer; It guarantees overnight delivery. 
Question; 



6. Answer; You would find them listed in the ZIP Code Directory. 
Question; 

7. Answer; You should put it in the uppt left hand comer or the envelope. 
Question: 

8. Answer; Ohe 1st ounce costs 22<: and each additional ounce costs 17«?. 
Question; 



NAME 
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TASK #12 

ACTIVnY SHEET # 5 J.R.FSL 

CX»MUNICATIVE TASK: WH questions; seek clarification 

DIRECTIONS: Write the questions corresponding to the following sentences. 

Ex. Answer: A five digit designation which is very iitportant in 
efficient imil processing. 
Question : What is a ZIP code? 

1. Answer: Because it's a faster way to process outgoing irail. 
Q^stion: Why is it better to use a postage meter? 

2. Answer: Mail is deli'/ered faster using them. 
Question: . Why is it jjtiportant to use ZIP codes? 



3. Answer: Registered nail is the safest service offered by the Postal Service. 
Question: What kind of nail service vpuld I use to se nd a valuable docunent? 

4. Answer: It is called a cash receipt. 

Question: What is a verification o f postage payment called? 

5. Ansver: It guarantees overni^t delivery. 
Question: What doer Express Jfail service guarantee? 



6. Answer: You would find them listed in the ZIP Code Directory. 
Question: Wh ere can I find ZIP codps l i c^g^ri? 

7. Answer: You should put it in the i?)per-left hand comer of the envelope, 
Question : Where should I put a return address on an envelop e? 

8. AnsvsTsr: The 1st ounce costs 22<^ and each additional ounce costs 17<^. 
Question: How much does it cost to mail a letter First-Class? 
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TASK #12 



ACTIVnY SHEET #1 VDCATIOIAL 



DIRECTIONS: Using the Postal Rate Chart, fill in the blanks to 
OOTplete the sentence. 



1* 



A letter wei^iing 2 ounces costs 



to nail First-Class. 



2. 



A 2Lb. package mailed First-Class to Zone 4 woxald oost 



3. 



Books, catalogs and other printed natter weighing less than 16 ozs. 



can be sent 



-Class; over 6 to 8 ozs. costs 



4. The charge for a $25,00 noi^ey order .\s • 

5. A 50 pound parcel sent Pourth-Class irail to Zone 7 would oost 



6. The E)^ess Mail rate up to 5 lbs. costs 



7. Rstum receipt showing to vAxxn and vten nail delivered, costs . 

8. Special delivery fee for First-Class package weighing two (2) poun:?s 

9. Insuring a package for $400 would cost • 

10. A single postal card bought at the post office would cost . 
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TASK #12 

ACTIVITY SHEET #1 VDCATICmL 

DIRECTIONS: Using the Postal Rate Chart, fill in the blanks to 
oonplete the sentence. 



1. A letter weighing 2 ouiKzes costs 39<^ to mail First-Class. 

2. A 21b. package mailed First-Class to Zoiie 4 would cost $2.40 . 

3. Books, catalogs and other printed iratter weighing less than 16 ozs. 
can be sent Third - Class; over 6 to 8 ozs. costs 98C . 

4. The charge for a $25.00 noney order is_J75*. 

5. A 50 pound parcel sent Fourth-Class mail to Zone T-'would cost$15.03. 

6. Ihe EJ5)ress Mail rate up to 5 lbs. costs $12.85 > 

7. Return receipt shading to vAiom and vAien mail delivered, costs $4.50 > 

8. Special delivery fee for First-Class package weigliing two (2) pounds $2.95 

9. Insuring a package for $400 would cost $3.70 . 

10. A single postal card bought at the post office wDuld cos t 14<^ 
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TASK jf 12 

ACTIVITY SHEET #2: VOCATIONAL 



DIRECTIONS: 



Fill in the correct zip codes for l^nhattan 
addresses fay consulting the attached map. 

( — ^-cnzr 



A1X)RESS 

1. 444 Vfest 56th Street 

2. Mbrld Trade Center 

3. 259 Vfest 174th Street 

4. 259 East 74th Street 

5. 105 West 90th Street 

6. 2' East 27th Street 

7. Roosevelt Island 

8. 408 West 58th Street 

9. 287 West 75th Street 
10. 138 East 37th Street 



NAME 



LATE 



ZIP CODE 
(10019) 
(10048) 
(0033) 
(10021) 
(10024) 
(10016) 
(10044) 
(10019) 
(10023) 
(10016) 



W 187 



C 1003.^ ) 



CTo63 r) 
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W /7 
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TASK I 12 

ACTIVITY SHEET |2 • VOCATIONAL 



DIRECTIONS: 



Fill in the correct ZIP codes for >fenhattan 
addresses by consulting the attached map. 



AIX)RESS 

1. 444 Vtest 56th Street 

2. World Trade Center 

J. 259 West 174th Street 

4. 259 East 74th Street 

5. 105 West 90th Street 

6. 28 East 27th Street 

7. Rx5sevelt Island 

8. 408 West 58th Street 

9. 287 West 75th Street 
10. 138 East 37th Street 



DATE 



ZIP OOEE 



g nnive 



WIM 



W t74 



C~i663 T) 

W U7 ^'f NlCJlOl 



100 .17 




W f// 



W /7 



VV 



UN J HAL 
PAHK 




C I003S j 



f I/A 



ro7 J 



C 10128 0 



f 



C 10028 ) 



f «1 
f C 10021 ) 



FM 



C 10022 ^ 

f ',n 




was (i t/v <ftf > (tf/ ft 



^ ( 10011 ) '6 



10017 1 



r 4' 



k 40 



\^'?6 t ?6 



^ 



W20 



C 10007 > 



HAJtEfiYPAnK or 



c^RIC NYNEX Infoannation Resource Co. 1986 
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"^^If.x^Sp/, HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TMINING 

TASK # 12 

ACTIVITY SHEET: #3 VOCATIONAL 

Directions: Use the following list to complete the sentences. 



Gummed flap _ , 

Metal clasp fastener v 

Stamp machine 

Label Pitney Bowes 

Postal rate chart Tape dispenser 

Mailing tubes Plap 



1. The most common way of sealing an envelope is by using a 

2. Any kind of holder for tape is called a 

3. The return address on a package is displayed by attaching a 

4. Posters and other papers are sometimes mailed in . 

5. The most common type of stamp machine is the 



^' ^ : '. can be set for a certain amount of postage. 

7- A is used to determine the weight of a packare or letter 

^' A \ ^ is used to determine the cost of mai^-in^j. 

9. The part of the envelope which folds over to close it is the _ 

10. Some manila envelopes can be closed by a • 
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TASK # 12 

ACTIVITY SHEET: #3 VOCATIONAL 

Directions: Use the following list to complete the sentences, 



Gximmed flap o , 

Metal clasp fastener u- 

Stamp machine 

Label Pitney Bowes 

Postal rate chart Tape dispenser 

Mailing tubes Flap 



1. The most common way of sealing an envelope is by using a Gummed flap 

2. Any kind of holder for tape is called a Tape dispenser 

3. The return address on a package is displayed by attaching a 
Label 

4. Posters and other papers are sometimes mailed in Mailing tubes 

5. The most common type of stamp machine is the Pitney Bowes 

6. A stamp machine can be set for a certain amount of postage. 

7. A scale is used to determine the weight of a package or letter. 

8. A postal rate chart is used to determine the cost of mailing. 

9. The part of the envelope which folds over to close it is the flap 
10. Some manila envelopes can be closed by a metal clasp fastener 
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ZIP CODE 

Directory For The 
United States 



The following pages cover oil places in the U.S.. 
with Zip Codes, that have 2.500 or more inhabi- 
tants. Multi-zoned cities have an asterisk (*) 
following prefix. Your postmaster urges you to 
use zip codes at ell times. IT HELPS SPEED 
YOUR MAIL! 



INDEX 
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AUBAMA 
36B10 Abbeville 
Albertville 
Alcxondcr City 
AUccville 
Ajidolusio 
Anniston 
Arob 
Athens 
Atmore 
AttollQ 
Auburn 
Boy Minctte 
Boyou Lo Botre 
Bessemer 
Birminghom 
Booz 
Brcwton 

Bridoeport 

35020 Brighton 
36010 Brundidge 
Chickosow 
Childcrsburg 
Clonton 
Cordovo 
Cullmon 
Dodeville 
Doleville 
Dccotur 
Demopolis 
Dothon 
Eost Brewton 
Elbo 

Enterpri^ 
Eufoullo 
Eutow 
Evergreen 
Foirfox 
Foirficld 
Foirhopc 
Foyette 
Florolo 
Florence 
Foley 

Fort Poyne 
Fultondole 

^ . Gadsden 

35071 Gordendole 
36340 Genevo 
Glcncoc 
Groysville 
Greensboro 
Greenville 
Guntcrsvitle 
Holcyville 
Hortselle 
Hcodlond 
Homewood 
Hucytown 
Huntsville 
lron<]ole 
Jockson* 
Jocksonville 
Jospcr 
Lofoyette 
Lonctt 
Longdole 



35950 
35010 
35442 
36420 
36201 
35016 
35611 
36502 
35954 
36830 
36507 
36509 
35020 
352 • 
35957 
36426 
35740 



36611 
35044 
35045 
35550 
35055 
36B53 
36322 
35601 
36732 
36301 
36426 
36323 
36330 
36027 
35462 
36401 
36854 
35064 
36532 
35555 
36442 
35630 
36535 
35967 
35068 
25901 



35905 
35073 
36744 
36037 
35976 
35565 
35640 
36345 
35209 
35020 
35801 
35210 
36545 
36265 
35501 
36862 
36863 
36864 



35094 Leeds 

.^6748 Unden 

35020 Lipscomb 

36756 Moriorv 

35228 Midfield 

35150 Mjgnon 

36601 Mobile 

36460 Monroeville ' 

35115 Montcvollo 

36104 Montgomery 

35223 Mountoin Brook 

35660 'Muscle Shools 

35476 North Port 

35121 Onconto 

36801 Opcliko 

36467 Opp 

36201 Oxford 

36360 Ozork 

35125 Pell City 

36867 Phenix City 

36272 Piedmont 

35127 Pleosont Grove 

36067 Prottville 

36610 Prichord 

36274 Roonokc 

35653 Russcllville 

36571 Sorolond 

35768 Scottsboro 

36701 Sclmo 

35660 Sheffield 

35150 Sylocougo 

35160 Tollodego 

36078 Tollossee 

35217 Torront City 

36784 Thomosville 

S60H\ Troy 

35173 Trussville 

35401 TuscoloosQ 

35674 Tuscumbio 

36083 Tuskcgce 

360S9 Union Springs 

35216 Vostovio Hills 

36201 West End Anniston 

36092 Wetumpko 

35594 Winficid 

36925 York 

ALASKA 

99501 Anchorogc 

99701 Foirbonks 

99801 Juncou 

99901 Ketchikon 

99615 Kodiok 

99835 Sitko 

99503 Spenord 

ARIZONA 

85321 Aio 

85323 Avorvdolc 

85603 Bisbee 

85326 Buckeye 

85222 Coso Grondc 

85224 Chondler 

85532 Cloypool 

85533 Clifton 
8S228 Coohdge 
85607 Oouglos 



85335 

85231 

86000 

85301 

85501 

86025 

86401 

85201 

85539 

85621 

86040 

85251 

85345 

850 ♦ 

86301 

85546 

85631 

85251 

85635 

85713 

85273 

85281 

85353 

fiS7 • 

85364 

85643 

86046 

86047 

85364 



El Miroge 
Eloy 

Flogstoff 

Glcndolc 

Globe 

Holbrook 

Kingmon 

Mcso 

Miomi 

Nogoles 

Poge 

Porodise Volley 

Peorio 

Phoenix 

Prcscott 

Sofford 

Son Monuel 

Scottsdolc 

S<crro Visto 

South Tucson 

Superior 

Tcmpe 

Tollcson 

Tucson 

West Yumo 

Willcox 

Wilhoms 

WlH'SloV^ 

Yumo 



ARKANSAS 

71923 Arkodclphio 

71822 Ashdown 

72006 Augusto 
72501 Botesville 
72015 Benton 
72712 Bcntonvillc 

72315 BIythcvillc 

72027 Booneville 

72^^21 Brinkley 

71701 Comden 

72029 Clorcndon 

72830 Clo/ksville 

72032 Conwoy 

72422 Corning 

71635 Crossett 

72S34 Dordonclle 

71832 Dc Queen 

71638 Dcrmott 

72042 De Wit* 

71539 Dumos 

72331 Eoric 

71730 El Dorodo City 

72C46 En-glond 

71640 Eudoro 

72701 Foycttcville 

71742 Fordyce 

72335 Forrest City 

72901 Fort Smith 

ARKANSAS 

71646 Homburg 

72601 Morrison 

72342 Holeno 

71801 Hope 

71901 Hor Springs 

72076 Jocksonville 
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Jone&boro 




Lokc Village 




Ufiie KO^K 


/ AlX>0 


Lonoke 


1 lO^'T 


McGchcc 


I I IJD 


MoanQliQ 


7ZI IH 


Mofvern 


/ ilJOv 


AAorionno 




MQ Kco irce 






71^^^ 
/ 1 o^^ 


ivionTiceiiQ 


771 10 


inoi 111 ion 




rnouniuin noiiic 


71 852 


niJ>nTtiiu 


77117 


w(^ort 


721 14 


North Little Rork 


77570 




72949 


Ozork 


72450 


PoroQouId 


77855 
/ *.oj J 


Porls 




Piaantt 


71 fS\\ 


rinc DiuiT 




r otu nun 1 u > 


/ 1 03 / 


Dr iir ^rv *f 

rrcscoTT 


•J ^"JCr 


RoQcrs 


/ZoUi 


Russellviile 


7Z143 


Scorcy 


72761 


Siloom Springs 


72764 


Springdolc 


71860 


Stomps 


72160 


Stuttgart 


75501 


Toxarkana 


72472 


Trumann 


72956 


Van Burcn 


72476 


Walnut Ridge 


71671 


Warren 


72390 


West Helena 


72301 


West Memphis 


72396 


Wynne 


CALIFORNIA 


92301 


Adelanto 


94501 


Alameda 


9450> 


Alamo 


94706 


Albany 


918 • 


Alhambra 


91001 


Aitadcna 


91701 


Alto Loma 


96101 


Alturas 


95127 


Alum Rock 


928 • 


AnoKeim 


96007 


Anderson 


94509 


Atvticoch 


92307 


Apple Valley 


95003 


Aptas 


9^006 


Arcadia 


95521 


Areata 


95825 


Arden 


93420 


Arraya Grande 


90701 


Artesia 


93203 


Arvin 


93422 


Atascadero 


94025 


Athcrtor 


95301 


Atwater 


95603 


Auburn 


93204 


Avena! 



91702 Aiusa 

933 Bakersfield 

\ \ .6 Baldwin Park 

92220 Banning 

92311 Barstow 

91746 Bassett 

92223 Beaumont 

90201 Bell 

^0706 Bellflower 

90201 Bell Gardens 

94002 Belmont 

94510 Benicta 

947 • Berkeley 

902 • Beverly Hills 

93514 Bishop 

92316 Bloomingtcn 

92225 BIythe 

96001 Bonnyvillc 

92227 Brawley 

92621 Brea 

90620 Buena Park 

915 * Burbank 

94010 Burlingome 

92041 Calavo Gardens 

92231 Calexico 

923^0 Calimeso 

93725 Catwa 

93010 CamariMo 

95124 Cambrian Park 

95008 Campbell 

92624 Capistrana Beoch 

95010 Capitala 

92007 Cardiff-by-the-Sea 

92008 Carlsbad 
93921 Carmcl 
95608 CarmichosI 
93013 Carpinteria 
90744 Carson 

92011 Cqstle Park 
94546 Castro Valley 
95012 CastTv')ville 
92234 Cathedral City 
95307 Ceres 

90701 Ccrritos 

94541 Cherrylond 

95926 Chico 

95926 Chico Vccino 

9P10 China 

93610 ChowcKilla 

92012 Chullo Vista 
95610 Citrus Heights 
91711 ClQicmont 
95425 Cloverdai* 
93612 Clovi; 

92236 Coachella 

93210 Ccolingo 

92324 Coltarv 

95932 Coluso 

90022 Comm'^rce 

90220 Comptan 

945 ♦ Concord 

93212 Corcoran 

96021 Corning 

91720 Corona 

92)18 ZKix^^^^^ 



94925 Corte Madera 
92626 Costa Mesa 
91722 Covino 
95531 Crescent City 
955^1 Crescent City N.W. 

94525 Crackttt 
93277 Crawley 
91730 Cucamanga 
90201 Cudahy 
90231 Culver City 
V5014 Cupertino 
90630 Cypress 
94014 Daly City 
92629 Dana Point 

94526 Danville 
956)6 Dovis 
90250 Del Ajre 
9321 5 Delano 
9201 4 Del Mar 

92240 Dese'-r Hat Sprinfgs 
91766 Diamond Bar 
93618 Diruba 
95620 Dixon 
93620 Dos Polos 
90240 Downey 
91010 Dunrte 
94566 Dublin 
92399 Dunlop Acres 
96025 Duns Mcur 
93219 Eoilimort 
90022 E. Los Aiigles 
95351 E. Modesto 
94303 E. Polu Alto 
93257 E. Porterville 
94805 E. Richmond 
90731 East View 
92020 El Cojon 
92243 El Cenfro 
94530 El Cerrito 
95624 Elk Grove 
94520 El Monte-Concord 
91731 El Monte-LA. 
93030 El Rio 
90245 El Sug'^ndo 
92330 Elsirvorc 
94803 E) Sobronte 
94608 Emeryville 

92024 Encinitos 
96001 Enterprise 

92025 Escondido 
95501 Eureka 
934S4 Evergreen 
93221 Exeter 
94930 Fairfax 
94533 Fairfield 
95628 Fair Oaks 
92028 Foilbrook 
93223 Formcrsvillc 
93704 Fig Gorden 
93015 Fillmore 
93622 Firebiugh 
90001 Florence 
95630 Folsom 
92335 Fontono 
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95841 Foorhill Forms 93241 

9:268 FonI City 93534 

954:7 for, Brogg 90620 

95540 ;;^tuno 92077 

94404 FofJtcr City 91744 

92708 FoMRtoin Volley 94939 

95019 Freedom 91750 
94S36 Fremont 90260 
937 • Fresno 92045 
95S20 Fruitridge 93245 
92631 Fullertor» 90304 
95632 Golt 92311 
90247 Gordeno 92024 
92640 Gorden Grove 90250 

95020 Gilroy 95648 
92509 Gten Avon Heights 92047 
912 • Glendole 95901 
91740 Giendoro 93247 
93017 Goleto 95062 
90002 Grohom 94550 
92324 Grond Tenoce 9*^334 
95945 Gross Volley 95240 
>:948 Gridlcy 92345 
93433 Grover City 90717 
^3434 Guodolupe 93436 
95322 Gustine 908 • 
91745 Kocicndo Heights 90720 
94019 Holf Maori Boy 94022 
93230 Honford 9^022 
90715 Howoiion Gordens 900 ^ 
90250 Howthorne 93635 
94543 Hoyword 95C30 
05448 Heoldsburg 90606 
92343 Hemct 90262 

90254 Hermoso Beoch 93250 

92345 Hcspcrio 95521 

92346 Highlond 93637 
94010 Hillsborough 90265 
95023 Hollistcr 90266 

92250 Holtvllle 95336 
92646 Hurvtington Beoch 93933 

90255 Huntington Pork 94903 

92251 Impcfiol 94553 
920,^2 Imperiol Seech 95901 
92201 Indio 90270 
903 • Inglewood 92023 
93017 islo Visto 93640 
922$2 Joshuo Tree 94025 
94707 Kensington 92359 
94904 Kentficid 95340 
936^0 Kermon 91107 
93930 King City 92655 
93631 Kingsburg 94030 
91011 Lo Conodo 94941 
91214 Lo Cresecnto 95035 
94549 Lofoyette 91752 
9^65) Loguoo Beoch 95350 
92653 Loguno Hills 91016 
90631 Lo Hobro 91763 
92330 Lokelond Villoge 90640 
95453 Lokeport 93103 

92040 Ukeside 93940 
90712 Ukewood 91754 

92041 Lo Meso 91020 
90638 Lo Mirc^o 93021 



ERIC 



Lomonr 


95037 


Morgon Hill 


Loncoster 


93442 


Morro Boy 


Lo Polmo 


94040 


Mountoirv View 


Lo Preso 


96067 


Mount Shosto 


Lo PMcnte 


95926 


Mulberry 


Lorkspur 


92404 


Muscoy 


Lo Verne 


95501 


Myrtletown 


Lowndcle 


94558 


Nopo 


Lemon Grove 


92050 


Notionol City 


Lemoore 


92363 


Needles 


Lennox 


94560 


Nework 


Lenwood 


91320 


Newbury Pork 


Leucodio 


91321 


Newholl 


Liberty Acres 


95360 


Newmon 


Lincoln 


92660 


Newport Beoch 


Lincoln Acres 


91760 


Norco 


Lirvdo 


95350 


N. E. Mode ?o 


LIndsoy 


94063 


North Foir Ooks 


Live Ook 


95660 


North Highlondf 


Livcrmorc 


92408 


No. Lomo 'jr.dci 


Livingston 


94804 


No. Richmond 


Lodi 




No. Turloci 


Lomo Lindo 


90650 


Norwolk 


Lomito 


94947 


Novoto 


Lompoc 


9536J 


Ook Dole 


Long Beoch 


946 • 


Ooklond 


Los Aiomitos 


93022 


Ookview 


Los Altos 


92054 


Occonsidc 


Los Altos Hills 


93308 


Oildole 


Los Angeles 


93023 


Ojoi 


Los Bonos 


95961 


Olivehurst 


Los Gotos 


91761 


Ontcrio 


Los Nictos 


95060 


Opoi Cliffs 


Lynwood 


92666 


Oronge 


McForlond 


93646 


Otange Cove 


McKinleyville 


956C2 


Orongcvole 


Modcro 


94563 


Orin<do 


Molibu 


95963 


Orlond 


Monhotton Beoch 


95965 


Oroville 


Monteco 


93030 


Oxnord 


Morino 


94553 


Pochcco 


Monnv^ood 


94044 


Pocifico 


Mortin«z 


93950 


Pocific Grove 


Morysville 


93S50 


Polmdole 


Moywood 


92260 


Polm Desert 


Meiners Ooks 


92262 


Polm Springs 


Mendoto 


943 • 


Polo Alto 


Meino Pork 


90274 


Polos Verdes Est. 


Men tone 


95969 


Porodise 




90723 


Poromount 


Michillindo 


95823 


Porkwoy 


Midwoy City 


9;i • 


PosodefiO 


Mitlbroc 


95363 


Pottef son 


Mill Volley 


92509 


Pedlcy 


Milpitos 


92370 


Perris 


Miro Lomo 


94952 


Pctolumo 


Modesto 


90660 


Pko Rivcro 


Monrovio 


94611 


Piedmont 


Montcloir 


93650 


Pinf'dole 


Montcbcllo 


94*564 


Pinole 


Montecito 


93449 


Pismo Beoch 


Monterey 


94565 


Pittsburg 


Monterey Pork 


92670 


Plccentio 


Montrose 


95667 


Plocervillc 


Moorpork 


94523 


PIcosont Hill 
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94566 
9176C 
93257 
92041 
94025 
93534 
95670 
95014 
96060 
96001 
92373 
90277 
94061 
93654 
92376 
94&02 
93555 
95562 
95673 
94571 
95367 
925 • 
94572 
94928 
90274 
94806 
95401 
91770 
95678 
94957 
90720 
91745 
92509 
958 • 
94547 
93901 
94960 
924 • 
94066 
94O70 
92672 
921 • 
91773 
91340 
941 • 
9177S 
936S7 
' 92383 
951 • 
9267 S 
94S77 
94577 
94580 
93401 
92069 

9iioa 

944 • 

94806 
94901 
927 • 
92701 
931 • 
95050 
95060 
90670 



Pieasonton 
Pomona 
Portcrvillc 
Port Hueneme 
Portolo Volley 
Quortz Htll 
RoiKha Cordovo 
Roncfto Rinconodo 
Red Bluff 
Redding 
Redlonds 
Redondo Beoch 
Redwood City 
Recdiey 
Riolto 
Richmond 
Ridsccrest 
Rio Delt 
Rto Undo 
Rio Visto 
Riverbonk 
Riverside 
Rodeo 

Rohnert Pork 
Rolling Hill Estotes 
Rollingwood 
Roselond 
Rosemeod 
Roscville 
Ross 

Rossmoor 
Rowlond Heights 
Rubiduux 
Socromento 
St. Heleno 
Salinas 
Son Anselmo 
Son Bernordino 
Son Bruno 
Son Corlos 
Son Clementc 
Son Dtego 
Son Dimos 
San Ferncii*<lo 
Soi> Froncisco 
Son Gobricl 
Songer 
Son Jocinto 
Son Jose 

Son JuonCopis^rono 
Son Leondro 
Son tcon<Sfo So. 
Son tore n TO 
''ion lyis Obispo 
S^n Mcrcos 
San Moitno 
Son Mot^^o 
Son Poblo 
Son Rofoe! 
Sonto Ano 
Sonto Ano Heights 
Sonto Barbara 
Sonto Cloro 
Santo Crux 
Sonto Fc Springs 



93454 
904 • 

93060 
95401 
93063 
94901 
92071 
94596 
95070 
93001 
94965 
95060 
90740 
93955 
95472 
93662 
94061 
9326B 
94565 
91024 
90806 
93065 
92075 
93960 
95476 
95370 
91733 
90?«0 
92u./ 
95705 
95350 
95965 
910B0 
94080 
91777 
92077 
94305 
90680 
952 ♦ 
94585 
923b1 
92388 
94086 
93063 
96130 
93268 
93268 
94806 
93561 
91780 
94901 
91360 
94920 
905 • 
95376 
93274 
95380 
92680 
95482 
94587 
93107 
91786 
95688 
91 /44 
94590 



Sontc Mario 
Sonta Monico 
Sonto Poula 
Sonta Roso 
Sonto Susoiw 
Sonto Venetio 
Son tee 
Saranop 
Soratogo 
Soticoy 
Sausolito 
Sc^its Valley 
Seol Beach 
Seaside 
Sebostopol 
Selmo 
Sequoio 
Shafter 
Shore Acres 
Sierro Modre 
Stgnol Hill 
Simi 

Solona Beach 
Soledod 
Sonoma 
Sonoro 

So. El Monte 
South Gote 
South Laguna 
South toke Tohoe 
South Modesto 
South Oroville 
South Pasodena 
South Son Francisco 
South Son Gobriel 
Spriog Volley 
Stonford 
Stonton 
Stockton 
Suisun City 
Sun City 
Sunnymcod 
Sunnyvole 
Susona Knolls 
Su&onvillc 
Toft 

Toft Heights 
Tora Hills 
Tehochopi 
Temple City 
Tcrro Undo 
Thousond Ooks 
Tiburon 
Torrance 
Trocy 
Tulore 
Turlock 
Tustin 
Ukiah 
Union City 
Univer;ity of Col 
Uptond 
Vocoville 
Volindo 
Vollcio 



93436 
93001 
92392 
90043 
94553 
93277 
92083 
94598 
90255 
93280 
95076 
96094 
91790 
94025 
92683 
95351 
^^0605 
90605 
95490 
90222 
95988 
93286 
95695 
94062 
92686 
94599 
96097 
95991 
92399 



Vonderberg Vitl. 
Venture 
Victorvtlle 
View Pork 
Vine Hill 
Visolio 
Visto 

Wolnut Creek 
Walnut Pork 
Wosco 
Watsonville 
Weed 

W. Covtno 
W. Mclno Pork 
Westminster 
W. Modesto 
Whitticr 
Whittier South 
Willits 
Witlowbrook 
Willows 
Woodlake 
Woodlond 
Woodside 
Yorbo tindo 
Yountville 
Y^vkc Cit>/ 
Yubo Cit/ 
Yucoipo 



iif. 



COLORADO 
80022 Adoms City 
Alomoso 
Alturo 
Arvodo 
Auroro 
Boulder 

Brighton , 
Broomfield Heights 

Brush 

Conon City 
Colorodo Springs 
Commerce City 
Cortez 
Croig 
Delto 
Denver 
Durongo 
Edgcwoter 
Englewood 
Florence 
Fort Collins 
Fort Morgon 
Glcnwood Springs 
Golden 

Grond Junc;ion 
Gfcclcy 

Green Mounfn /»" 
Gunnison 
Ivywild 
Knob Htll 
Uc^oyette 
tu Junto 
Uokewood 
Uomor 



81101 
80010 
d0002 
80010 
80302 
80601 
80020 
807 2 3 
81212 
809 • 
80022 
81321 
81625 
81416 
802 • 
81301 
80214 
80110 
81226 
80521 
80701 
81601 
80401 
81501 
80631 
80228 
81230 
80906 
80909 
80026 
81050 
80215 
81052 
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81054 

80461 

80120 

80501 

80537 

B0829 

8)144 

81401 

81501 

810 • 

81067 

80135 

809)1 

80110 

80751 

80906 

80229 

81082 

80840 

81089 

80030 

80033 



Los Ammos 

Leodville 

Littleton 

tongmont 

Lovciond 

Monitou Sprirgs 

Monte Visto 

Montrose 

Orchord Meso 

Pueblo 

Rocky Ford 

Solido 

Security 

Shcridon 

Sterling 

Strotton Meodows 

Thornton 

Trinidod 

U.S. Air Force Acd. 
Wolscnburg 
Westm truster 
Wheot Ridpe 



06401 Ansonio 

06001 Avon 

^A^l Beocon Foils 

06037 Berlin 

06801 Bethel 

06002 Bloomfieic? 
06112 Blue Hills 
06040 Bolton 
06405 Bronford 
066 • Bridgeport 
06010 Bristol 
06804 Brookfield 
06214 Brooklyn 
06085 Burlington 
06019 Conton 
06410 Cheshire 

06412 Chester 

06413 Clinton 
0^415 Colchester 
06340 Conning Towers 

06238 Coventry 

06416 Cromwell 
06810 Donbury 

06239 Doniel&on 
06820 Dorien 

06417 Deep River 

06418 Derby 

06422 Durhom 

06423 Eost HoQdom 

06424 Eost Hompton 
06108 Eost Hertford 
06512 Eost Hoven 
06333 Eost Lyme 

06425 Eoston 

06029 Ellington 

06030 Enfield 

06426 Essex 
06430 Foirfield 

06032 Forming ton 

06033 Glostonbury 
06035 Gronby 



06830 Gfe«nwich 
06340 Groton 
06437 Guilford 
06514 Homden 
061 • Hortfofd 
06790 Horwinton 

06036 Hozordville 
06351 iewett City 

06037 Kenrsington 
06339 Ledyord 
06759 Litchfield 
06443 Modison 
06040 Moncheiter 
06250 Monsfield 
06450 Meriden 
06762 Middtebury 
06455 Middlefield 
06457 Middletown 
06460 Milford 
06468 Monroe 
06353 Montville 
')6354 Moosup 
06355 Mystic 

V j770 Nougotuck 
0605 < New Britoin 
06840 New Conoon 
OdSIO New Foirfield 
06057 New Hortford 
065 • New Hoverv 
0611] Newington 
06320 New London 
06776 New Milford 

06470 Newtowf* 
06357 Niontic 

06471 No. Bronford 
06473 No. Hoven 
06854 Norv/olk 
06360 Norwich 
06779 Ookvilie 
06S70 Old Greenwich 
C6371 Old 'Lyme 
06475 Old Soybrook 
06477 Oronse 
06483 Oxford 

02891 Powcotuck Br. 

Westerly 
06374 Ploinfield 
06062 Ploinville 

06479 Plontsville 
06782 Plymouth 

06340 Poquonock Bridce 

06480 Portlond 
06360 Preston City 
06712 Prospect 
06260 Putnom 
06875 Redding 
06877 Ridgefield 
06066 Rockville 
0*^067 Rocky hiM 
Ct06S Solisbury 
06483 Seymour 
064£4 Shelton 

06082 Sherwood Monor 

06070 Simsbury 

06071 Somers 



06488 Southbury 

06489 iouthir>gton 

06490 Southport-Foirfield 

06074 South Windsor 
06082 Soufhwood Acres 

06075 Stoffo-d < Hollow) 

06076 Stoffoid Springs 
069 • Stamford 
06378 Stonington 
06268 Storrs 

06604 Strotford 

<Foirfield) 
06604 Strotfield 
06078 Suffield 

06786 Terryville 

06787 Thomoston 
06277 Thompson 
06O82 Thompsonville 
06084 Tollond 
06790 Torrington 
06612 Trumbull 
0S43O Tunxis-Foirfield 
06086 Vernon 

06492 Wollingford 
06793 Woshifvgton 
06702 Woterbury 
06385 Woterfcrd 
06795 Wotert/--vn 
06498 Westbt 
06107 West Hortford 
06516 West Hoven 
06880 Weston < foirfield) 
0*^880 Westport 
06109 Wethersfield 
06082 Whiteocres 
06226 Willimontic 
06897 Wilton 

06094 Winchester 
062S0 Windhom 

06095 Windsor 

06096 Windsor Locks 
06098 Winsted 
C6716 Wolcott 
065OO Woodbridge 
06798 Woodbury 
06281 Woodstock 



19805 

19805 

19711 

19703 

19720 

19901 

19805 

19803 

19956 

19958 

19808 

19963 

19711 

19720 

19973 

19977 

19803 



DELAWARE 

Brock-Ex. 

Brooklond Terr. 

Brookside 

Cloymont 

Collir.s Pork 

Dover 

Elsmere 

Foirfox 

Lourel 

Lewes 

Morshollton 

Milfoid 

Nework 

New Costlo 

Seoford 

Smyrrvo 

Tolleyvillt 
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198 ' Wilmington 

DISTRICT OF COLUMBIA 

200 • Woshingron 

FLORIDA 

32320 Apolochicolo 

32703 Apopko 

33821 Arcodio 

32211 Arlington 

32^U3 Atlontic Beoch 

33823 Auburndole 

33825 Avon Pork 

32807 Azuieo-Pork 

33830 Bortow 

33154 Boy Horbor Isl. 

33505 Boyshore Gordens 

33<30 Belle Glode 

32211 Biltmore 

33161 BIscoyne Pork 

33432 Boco Aoton 

33435 Boynton Beoch 

33505 Broderrton 

33505 Brooenton South 

3351 1 Brondon 

33308 Brentwood 

33314 Broodview Pork 

32512 Brooksville 

32211 Brookview 

33054 Bunchc Pork 

32533 C^intonment 

32920 Cope Conoverol 

33904 Cope Corol 

33054 Corol City 

33505 Cedor Hommock 

32210 Cedor Hills 

32324 Chotrohoochee 

32428 Chipley 

33619 Cloir-Mel City 

33515 Cleorwoter 

32711 Clermont 

33440 Clewiston 
32922 Cocoo 
32931 Cocoo Beoch 
32809 Conwoy 
33134 Corol Gobies 
32536 Crestview 
33803 Crystol Loke 
33157 Cutler Rjdge 
33525 Dodc City 
33004 Donio 

32014 Doytono Beoch 

33441 Deerfield Beoch 
32433 Dp fMV«ok Springs 
32720 De Lond 

33444 Delroy Beoch 

32029 Dinsmore 

33528 Dunedin 

33940 Eost Noples 

32935 Eou Gollie 

33880 Eloise 

32207 Englewood 

32726 Eustis 

32804 Foirvievf Shores 

32054 Femondino Beoch 
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32730 Fern Pork 

33030 Fiofidti City 

33841 Fort Meode 

33901 Fort Myers 

33931 Fort Myers Beoch 

33450 Fort Pierce 

32548 Fort Wolton Beoch 

33843 Frx)stproof 
32601 Goinesville 
32960 Gitford. 

32216 Giynleo 
33054 Golden Glodes 
33170 GoUds 

32043 Green Cove Springs 

33737 Gulfport 

33844 Hoin«s City 

33009 Hoilondole 

33010 Hioleoh 
32218 Highlonds 
32805 Holden Heights 
32017 Holly Hill 
33020 Hollywood 
33030 Homestcod 
33934 Immokolce 
32935 indion Horbour 

Beoch 

332 Jocksonvilte 

32050 Jocksonville Beach 

33156 Kendoll 

33577 Kensington Pork 

33149 Key Biscnyne 

33040 Key West 

32741 Kissimmee 

32055 Loke City 

33023 Loke Forest 

W. of Hoilondole 

32205 Loke Forest 

N. ot Jocksonville 

33801 Lokelond 

33403 Loke Pork 

32210 Loke Shore 

33853 Loke Wolcs 

32217 Lokewood 
33460 Loke Worth 
33460 Lontono 
33540 Lorgo 

33313 Loudcrdole Lokes 

33717 Leolmon 

32748 Lce&burg 

33936 Lehigh Acres 

33030 Leisure City 

33064 Lighthouse Point 

32060 Livcook 

32750 Longwood 
33155 Ludlom 
32444 Lynn Hoven 
32063 Mocclenny 

33738 Modeiro Beoch 
32340 Modtson 

32209 Mognolio Gordens 

32751 Moitlond 
3dO50 Morothon 
33063 Morgote 
32446 Morionno 



33406 Meodow Pork 

32901 Melbourne 

33314 Melrose Pork 

33561 Memphis 

32952 Merritt Ulond 

331 • Miomi 

33139 Miomi Beoch 

33153 Miomi Shores 

33166 Miomi Springs 

32570 Milton 

33023 Miromor 

32757 Mount Doro 

33860 Mulberry 

32506 MyrHt; Grove 

33940 Ncples 

33030 Notonjo 

32050 Neptune Beoch 

33552 Newport Richey 

32069 Newsmyrno Beoch 

32578 Niceviile 

33169 Norelond 

33205 Normondy Vilioge 

33141 North Boy Villoge 

33903 North Fort Myers 

33161 North Miomi 

33162 North Mtomi Beoch 
33408 North Polm Beoch 
33307 Ooklond Pork 
3221 1 Ookwocd Vilio 
32670 Ocolo 

32761 Ogoec 

33472 Okeechobee 

33558 Onego 

33054 Opo-Locko 

32073 Oronge Park 
328 » Orlondo 
3281 1 Oriovisto 

32074 Ormond Beoch 
32074 Ormond-By-The-Seo 
33476 Pohokee 

32077 Polotka 

32901 Polm Boy 

33480 Polm Beoch 

33403 Polm Beoch 

Gordens 

33561 Polmetto 

33619 Polm R^ver 

33460 Polm Springs 

32401 Ponomo City 

32401 Porker 

33866 Pembroke Pines 

32501 Pen&ocolo 

33157 Perrinc 

32809 Pine Costic 

32808 Pinc Htlts 

33565 Pinellos Pork 
33314 Piontotion 

33566 Plont City 
33060 Pompono Beoch 
33064 Pompono Beoch 

Highlonds 

33950 Port Chorlotte 

32456 Port Somt Jot 

33950 Punto Gordo 

32351 Quincy 



33158 Richmond Heights 
32208 Riverview 
33404 Riviera Beach 
32955 Rockledge 
33570 Ruskin 
33572 Safety Horbor 
32084 Soint Augustine 
32769 Soint Cloud 
337 • Saint Petcrsburo 
33736 Saint Petersburg 

Beoch 
33505 Somcset 
32771 Sonford 
32217 San Jose 
3221(> So:^ Souci 
32216 Same Monico 

33577 Sarosota 
32935 Satclhte Beoch 
33870 Sebring 
33S40 Seminole 
32208 Sherwood Forest 
32021 South Doytono 
33579 Southgoto 
33143 South Miomi 
33157 South Miomi 

Heights 
32935 South Potrick 
Shores 

32216 Southside Estotes 

33578 South Troil 
B2401 Springfield 
33566 Spring Glen 
32091 Storkc 
33494 Stuort 
33154 Surf Side 
32301 Tallohas&ce 
336 • Tampa 
33589 Torpon Springs 
32778 Tovorcs 
33617 Temple Terrace 
33905 Tice 

32780 Titusville 
33505 Troiler Estotes 
33740 Treosure Isiond 
32807 Union Pork 
32580 Volporoiso 
33595 , Venice 
32960 Verdo Beoch 
32507 Warrington 
33314 WashingtoiT Pork 
33873 Wouchuia 
32210 Wesconnett 
33505 West Bradenton 
32401 Westgote 
33023 West Hollywood 
33144 West Miomi 
33401 West Polm Beoch 
32505 West Pensocola 
33880 Wes) Winter 
Haven 

33165 Westwood Lokes 
33305 Wilton Manors 
33803 Winston 
32787 Winter Garden 
33880 Winter Haven 



32710 Wii>ter Park 
^3599 Zephyrhills 
GEORGIA 
31701 Albony 
31510 Alma 
31709 Americi^s 
31520 Arco 
31714 Achbun 
30601 Athens 
303 • Atlanto 
309 • Augusta 
31717 Boinbridge 
30204 BorRCSYilie 
30030 Bortonwoods 
31513 Boxley 
30518 Buford 
31728 Coiro 
30701 Colhoun 
31730 Comilio 
30117 Corroliton 
30120 Cartersville 
30125 Cedartown 
30005 Chamblce 
30417 Cloxton 

31014 Cochron 
30022 College Pa^ 
319 " Columbus 
30529 Commerce 
30207 Conyers 

31015 Cordeic 
30531 Cornelia 
30209 Covington 
31740 Cuthbrrt 
30533 Dohlonega 
30720 Dotton 
31742 Dowson 
31501 Deanwood 
30030 Decotur 
31745 Donolsonville 
31533 Dougios 
30134 Dougiosvillc 
30329 Druid Hills 
3102) Dublin 

31023 Eastman 
30044 Eost Point 

31024 Eotontofi 
30635 Elberton 

30333 Emory University 
30060 Fairooks 
30741 Fairview 
31750 Fitzgerold 
30050 Forest Pork 

31029 Forsyth 

31030 Fort Volley 
30501 Goinesville 
31408 Garden City 
30458 Georgio Southern 
30032 Glerv Hoven 
30427 Glennville 

30642 Greensboro 
30316 Greshom Pork 
30223 Griffin 
30054 Hapeville 
31034 Hordwick 

30643 Hartweil 



31036 Hawkinsvillc 
31539 Hozlehurst 
31313 Hincsvillc 
30230 Kogansville 
31634 Homcrvtlle 
30233 Jackson 
31545 Jesup 
30236 Jonesboro 
30728 La Foyctte 
3024O to Gronge 
30741 Lokeview 
30329 la Vista 
30245 Lawrenceville 
30059 teland 
30147 Lindole 
J0436 Lyons 

30059 Mobleton 
312 • Macon 
30650 MadisoiT 
31816 Manchester 

30060 Marietta 
30060 MoricTta Eost 
31061 Milledgcville 
30442 Millcn 
30655 Monroe 
31063 Montczumo 
31768 Moultrie 
30070 Mountain View 
31639 Noshville 
30263 Ncwmon 
30319 North Atlanto 
30033 North Decotur 
30033 North Druid Hills 
30033 Oak Grove 
31774 OcjIIo 

31779 Pclhom 

31069 Perry 

31407 Port Wentworth 

31643 Quitman 

30153 Rockmart 

30161 Rome 

30741 Rossville 

33075 Roswell 

31558 Soint Morys 

31522 Saint Simons Isiond 

31082 Sondersville 

30328 Sorvdy Springs 

314 * Sovonnch 

30079 Scottdale 
30319 Skyland 

30080 Smyrnc 
30032 South Uecotur 
30458 Stotesboro 
30747 Summerville 
30401 Swoinsboro 
30467 Sylvonio 

31791 Sylvester 
30176 TollapcKySQ 
30286 Thom^ston 

31792 Thopiasville 
30824 Thomson 
31794 Tifion 
30577 Toc:oo 
30329 Toco Hills 
30084 Tuckei 
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Votdosto 

30474 Vidolio 

30180 Villa Rico 

31093 Worncr Robins 

30673 Woshington 

31501 Woycross 

30830 Woyncsboro 

31833 West Point 

30680 Winder 

HAWAII 

96701 Aieo 

96706 Ewo 

96706 EwG Beoch 

96712 Hoieiwo 
96720 Hilo 

968 • Honolulu 

96732 Kohului 

96734 Koiluo 

96744 Koneohe 

96746 Kopoo 
96761 Lohoina 

96766 Lihuc 

96792 Moili 

96792 Mokoho 

96792 Nonokuli 

96782 Peorl City 
96784 Puunene 

96786 Wohiowo 

96791 WoioluQ 

96792 Woionoe 

96793 Woiluku 
96795 Woimonolo 
96797 Woipohu 

IDAHO 

83211 Americon Foils 

83221 Blockfoot 

837 • Boise 

83316 Buhl 

83318 Bprley 

83605 Ccldwell 

83814 Cocur d' Alene 

83703 Collister 
83617 Emmett 

83704 Fronklin 
831:30 Gooding 
83530 Grongeville 
83401 Idoho Foils 
83338 Jerom« 
83837 Kellogg 

83501 Lewiston Orchords 

8B254 Mcntpclicr 

83843 Moscow 

83647 Mountoin Home 

83651 Ncimpo 

83661 Foyette 

83201 Pocote!'. 

83263 Preston 

83440 Rcxburg 

83350 RupcfT 

83445 Soint Anthony 

83252 Solmon 

83864 Sondpoint 

83274 Shelley 
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83301 Twin Foils 

83672 Weiser 

83705 Whitney 

ILLINOIS 

61410 Abingdon 

60101 Addison 
61231 AJedo 

60102 Algonquin 
62207 Alorton 
60658 Alsfp 
62002 Alton 
62906 Anno 
60002 Antiock 

60004 Arlington Heights 

60506 Auroro 

60010 Borrington 

61609 Bortonviiit 

60510 Botovio 

60085 Bcoch 

62618 BeordstowM 

62221 Belleville 

60104 Bellwood 

61008 Belvidere 

601 06 Bensenville 

62812 Benton 

60162 Berkeley 

60402 Bf rwyrv 

62010 Betholto 

61701 Bloomington 

60406 Blue Islond 

60439 Boliny Brook 

60914 Bourbonnoli 

60915 Bradley 
60181 BrondywiM 
622J0 Brccse 
60455 Bridgcvic« 
60153 Broodview 
60153 Brookfidd 
60090 Buffolo Grove 
60633 Burnham 
61422 Bukhnell 
60148 Butterfield 
62206 Cohokio 
62914 Coiro 

60409 Columet City 

60643 Columet Poric 

62625 Canton 
62901 Corbondole 

62626 CoHinville 

62231 Corlyle 
62821 Cormi 
60187 Carol Strtcm 
60110 Corpervtersville 
62016 Corrollton 
62918 Corlcrviht 
62321 Corthoge 
62420 Cosey 

62232 CoseyvillG 
62801 Ccntrolio 
61832 Centrol Pork 
62206 Centrevillt 
61820 Chompoign 
61920 Chorleston 

62233 Chester 



606 • Chicago 

60411 Chicogo Heights 

60415 Chicogo Ridge 
61523 Chillicothe 
62822 Christopher 
6O650 Cicero 

60514 Clorendon Hills 
61727 Clinton 

60416 Cool City 
62234 Cnliinsville 
62236 Columbio 
62018 Cottoge Kills 
60477 Country Club Kills 
60525 Countryside 
"60435 Crest Hill 

60445 Crestwood 

60417 Octc 

61610 Crcvc Coeur 

60014 Crystol Lokt 
61832 Donvillc 
62S21 Dccotur 

60015 Decrficld 
60115 Dc Koib 

60016 Des Ploines 
604O6 Dixmoor 
61021 Dixon 
62926 Doltor> 

60515 Downers Grove 
60118 Dundee 
62239 Dupo 

62^32 Duquoin 

6O420 Dwight 

62024 Eost Alton 
60411 Cost Chicogo 

Heights 

61244 Eost Moliiit 

61611 Eost Pcono 
62201 Eost Soint touis 

62025 EdwordsviUe 
62401 Effinghom 
62930 Eldorodo 
601 2u Eigin 

60007 Elk Giovt Yillog* 

60126 Elmhurst 

60635 Elmwood Fork 

61530 Eureko 

602 * Evonston 

60642 Evergreen Pork 

62837 Foirtield 

61739 Foirbury 

62207 Foirmont City 

62232 Foirview Htights 

65131 Formington 

62839 Floro 

60422 Flossmoor 

^130 Forest Pork 

60020 Fox Loke 

60131 .ronktin Fork 

61032 F'ecport 

61252 Fuain 

61036 Gcleno 

61401 GolesburQ 

61434 Golvo 

61254 Gcnesco 

60^34 Geiu:va 

60135 Genoo 



61846 


\j ^ V 1 ^ V 1 V rr It 


60936 


Gibson Citv 


62033 


Gillespie 


60022 


Glcncoe 


6C137 


Glendole Heiohts 


60137 


Gien Ellyiv 


60025 


Glenview 


6002S 


Glenview C'tryside 


6042S 


Glenwood 


6203S 


Godfrey 


62040 


Gronitc City 


60030 


Groysloke 


61241 


Green Rock 


62246 


Greenville 


6:?341 


Homilton 


60103 


Honover Pork 


62946 


Horrisburg 


60033 


Horvord 


60426 


Horvcy 


60656 


Norwood Heights 


62644 


Hovono 


60429 


Hoxel Crest 


62948 


Hcrrin 


60457 


Hickory Hills 


62249 


Highlond 


60035 


Highlond Pork 


60040 


Hiqhwood 


62049 


Hillcboro 


60162 




60521 


Hinsdale 


60172 


■ iUllllIUlI b>IUlC# 


60456 


H Q moto wn 


60430 


H fimoM^nnti 

I i U III V wu uu 


6094? 


H Qonocto n 


60431 


Inoolls Pnrk 

iiiiifuiia ruiK 


60143 


1 1 0 SCO 


62650 


i n cn iw illp 

J U aU IrT 11 1 C 


62052 


</ W 1 3W 7 T 1 11 W 


62951 


Johnston Citv 


60431 


Jolict 


60458 




60901 


If o n L o Lpa 


60043 


^ wniiwuiifi 


61443 


K Own not* 


61 448 
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t o Gronoo 


60525 


Ln Gronoe H'hi'Hs 


60525 


Lo Grongo Pork 


60044 


Loke Bluff 


60045 


Lokc forest 


60047 


Loke Zurich 


60438 


LonsinQ 


61301 


Lo Solle 




Lowrcncevilie 


62254 


Lebonon 


60439 


Lemoivt 


61542 


Lewistown 


60048 


Libertyville 


62656 


Lincoln 


60645 


Lincolnwood 


60532 


Lisle 


62056 


Litchfield 


60441 


Lockoort 


60148 


Lombord 


60041 


Long Loke 


61111 


Loves Pork 


60534 


Lyons 



60050 McHenry 

62859 McLoonsboro 

61455 Mocomb 

62060 Modison 

60152 Morengo 

62959 Morion 
60426 Morkhom 

61554 Morquctte Heights 

61341 Morscilles 
62441 MorshotI 
62258 Moscoutoh ' 
60443 Motteson 
61938 Mottoon 

60153 Moywood 
60160 Melrose Pork 

61342 Mendoto 

60655 Merrionette Pork 

62960 Metropolis 
60445 Midlothion 

61264 Milon 

61265 Moline 
60954 Momence 
61462 Monmouth 
60538 Montgomery 
61856 Monticelio 
60450 Morris 
612''0 Morrison 
61550 Morton 
60053 Morton Grove 

62863 Mount Cormel 
61054 Mount Morris 
60056 Mount Prospect 

62864 Mount Vernoo 
60060 Mundelein 
62966 Murphysboro 
60540 Nopervillc 
62263 Noshville 
62448 Newton 
60648 Niles 

6170i Normol 

60656 Norndge 
6(V542 North Auroro 
60062^ Norfhbrook 
60064 North Chicogo 
60093 Northfield 

60137 North Glen Ellyn 

60164 Northloke 

61111 North Pork 

60546 North Riverside 

60521 Ook Brook 

60452 Ook Forest 

60453 Ook Lown 
603 ♦ Ook Pork 
62269 O'Folton 
61348 Ot^lcsby 

60461 Olympio Fields 
61061 Oregon 

60462 Orlond ork 
61350 Ottowo 

60067 Polotine 

60463 Polos Heights 
^;'^46S Polos Hills 
62557 Pono 

61944 Poris 

60466 Pork Forest 

60068 Pork Ridge 
60957 Poxton 



61554 Pckin 

616 • Peorio 

61613 Peorio Heights 

61354 Peru 

604^6 Phoemx 

62274 Pinckncyville 

62303 Pittsficid 

60544 Plomfield 

60545 Plono 
61064 Polo 
61764 Pontioc 
60465 Poscn 
61356 Princeton 

60070 Prospect Heights 

62301 Quincy 

61866 Rontoul 

60431 Ridgcwood 

60627 River Dole 

60305 River Forest 

60171 River Grove 

60546 Riverside 

60472 Robbins 
62454 Robinson 
61068 Rorheile 

61071 Ro foils 
611 * Rockford 
61201 Rock islond 
60008 Rolling Meodows 
60441 Romeoviilc 

61072 Roscllc 
60018 Roscmont 

(Dcs Ploins) 

62207 Rosemont 

(St. Cloir) 

62024 Rosewood Heights 

60073 Round Lokc Beach 

60073 Round Lokc Pou" 

62681 Rushviilc 

60174 Sofnt Chofles 

62881 Solem 

60548 Sondwich 

60411 Souk Villoge 

61074 Sovonna 

60172 Schoumburg 

60176 Schiller Pork 
62565 Shelbyvllle 
61282 Silvis 

60076 Skokic 

61080 South Beloit 
60411 South Chicogo Hts 

60177 South Elgin 

60473 South Hoilond 
62650 South Jocksonvillt 
62707 Southlown 

60504 South Pork 

60^^59 South Stickney 

62286 Sporto 

627 * Springfield 

61362 Spring Volley 

62234 Stote Pork Ploce 

62088 Stounton 

60475 Steger 

61081 Sterling 
60402 Stickney 
£0165 Stone Pork 
60103 Strcomwood 
61364 Strcotor 
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61951 SuliivQR 

60501 Summit 

61571 Sunnyiond 

62221 Swansea 

60178 Sycamare 

62568 Tayiarville 

60476 Tharntan 
61832 Tiltan 

60477 Tir>l;y Park 
61953 Tuscala 
61801 Urbona 
60137 Valley View 
62471 Vandaiia 
62090 Venice 
60181 Vilia Park 
62690 Virden ' 
60555 Wanenville 
61571 Washingtan 
62204 Washington Pork 
62298 Waferiao 

60970 Watseka 

60084 Waucanda 

60085 Waukegan 
60153 Westchester 
60185 West Chicago 
60161 Westdale 
60558 Western Springs 
62896 West Frankfort 
60901 West Kankakee 
6CS59 Westmont 
61604 West Peoria 
61883 Westville 
60187 Vheoton 

60090 Wheeling 
62092 White Holl 
60030 Wildwood 

60091 Wilmette 

60481 Wilmington 

60190 Winfield 
60093 Winnetko 

60096 Winthrop Horbor 

<:0097 V/onder Loko 

60191 Wood Dole 
60515 Wood Ridge 
62095 Wood Rive' 

60098 Woodstock 

60482 Worth 

60099 :^ion 

INDIANA 

46001 Alexondrio 

46011 Anderson 

46703 Angolo 

47918 Attico 

46706 Auburn 

47001 Auroro 

47102 Austirv 

47006 Botesville 

47421 Bedford 

46107 Beech Grovo 

46711 Berne 

47512 Bicknefl 

46408 Block Ook 

47401 Boomington 

46714 B!i:ffton 

47601 Boonvilld 

47834 Brozil 
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46506 Bremen 

47012 firookville 

46112 Brownsburg 

47327 Combndge City 

46303 Cedor Uke 

47111 Chorlestown 
46017 Chesterfield 

46304 Chesterton 
47130 Clorksville 
47842 Clinton 
46725 Columbio City 
47201 Columbus 
473' 1 Conncrsville 

47112 Corydon 

47932 Covington 

47933 Crowfordsville 
46307 Crown Point 
46122 Donville 
46733 Oecotur 
46923 Delphi 

46241 Drexel Gardens 

47336 Dunkirk 

46311 Dyer 

46312 East Chicago 
46405 Eost Gory 
46227 Edgewood 
46124 Edinburf 
46514 Elkhart 
46U36 Elwood 

477 ♦ Evonsville 

46928 Foirmount 

468 ♦ Fort Wayne 

46(H1 Frankfort 

46131 Franklin 

46738 Garrett 

^'*4 ♦ Gory 

t6933 Gas City 

46526 Goshen 

46135 Greencostle 

47025 Grecndolf' 

46HU Greenfield 

47240 Greensburg 

46142 Greemvood 

46320 Hommond 

47348 Hortford City 

46322 Highlond 

46342 Hobort 

46952 Home Corner 

47542 Huntingburg 

46750 Huntington 

462 * Indionopolis 

47546 Josper 

47130 Jetfersonville 

46755 KendoUville 

465- > Knox 

46901 Kokomo 

47901 lofoyette 

46350 Lo Porte 

46226 Lowrence 

47025 Lowrenceburg 

46052 Lcbonon 

46767 Ligonier 

47411 Linton 

46947 Logonsport 

47553 Loogootee 

47250 Modison 

4695^ Morion 



46241 Mors Hill 

46151 Moitinsville 

47302 Moyfield 

4630/ McrriUville 

46360 Michigan City 

46241 Mickleyville 

46544 Mishowoko 

47446 Mitchell 

47960 Monticello 

46158 Mooresville 

47620 Mount Vernon 

47302 Muncie 

46321 Munster 

46550 Nopponee 

47150 New Albony 

47362 New Costle 

46774 New Haven 

46184 New Whitelond 

46060 Noblesville 

46962 North Monchester 

47805 North Terre Houte 

47265 North Vernon 

46556 Notre Dome 

47560 Ooklond City 

47454 Pooli 

46970 Peru 

47567 Petersburg 

46168 Ploinfield 

46563 Plymouth 

46368 Portoge 

46304 Porter 

47371 PortlotKl 

47570 PrincetoR 

47978 Rensseloer 

47374 Richmond 

46975 Rochester 

47872 Rockville 

46227 Rosedole Hills 

46172 Rushville 

47167 Solem 

46375 Schererville 

47170 Scottsburg 

47172 Sellersburg 

47274 Seymour 

46176 Shelbyville 

466 • South Bend 

46383 South Hoven 

46224 Speedwoy 

47460 Spercer 

47882 Sullivon 

47586 Tell City 

47801 Terre Houte 

46072 Tipton 

47390 Union City 

46383 Volporoiso 

47591 Vincenn€S 

46992 Wobost 

46580 Worsow 

4''501 Woshington 

46219 Woshington Ploco 

47906 West Lofoyette 

^7885 West Terrehoute 

46394 Whiting 

47394 Winchester 

IOWA 

52531 Albio 
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505 11 
500)0 
52205 
50021 
50022 
50025 
52208 
50421 
52722 

52601 

51401 

50613 

52^* • 

52544 

50049 

50616 

51012 

51632 

I>0!i2I) 

50428 

52732 

52243 

51501 

52136 

50801 

528 • 

52101 

51442 

503 • 

52742 

52001 

52040 

50533 

50627 

50536 

51334 

50707 

52556 

50436 

50501 

52627 

50534 

50112 

50441 

51537 

51023 

50548 

50644 

50125 

52240 

50126 

50129 

52632 

50138 

51031 

52057 

52060 

52302 

50158 

50401 

51555 

52310 

52641 

52314 

52761 

50201 



Algona 

Ames 

Anc^mosa 

Ankcny 

Atlantic 

Audubanr 

Belle Plaine 

Belmond 

Bettendarf 

Bloomfield 

Boone 

Burlington 

Corroll 

Ccdor Foils 

Cedor Ropids 

Centemlle 

Choriton 

Chorles City 

Cherokee 

Cloririo 

Clorion 

Cleor Loke 

Clinton 

Corolviile 

Council Bluffs 

Crcsco 

CrostoiT 

Dovcnport 

Decoroh 

Denison 

Dcs Moines 

De Witt 

Dubuque 

Dyersvillc 

Eoglc Grove 

Eidoro 

Emmctsburg 

Estcrvillc 

Evonsdole 

Foirficld 

Forest City 

Fort Dodge 

Fort Modison 

Glenwood 

Grinticll 

Hompton 

Harlon 

Howordi^n 

Hunibcfdt 

Independence 

Indioiioto 

Iowa City 

lowo Foils 

Jefferson 

Keokuk 

Knoxville 

Le Mors 

Monchester 

Moquoketo 

Morion 

Morsholltown 

Moson City 

Missouri Volley 

Monticello 

Mount Pleosont 

Mount Vemon 

Muscotine 

Hevodo 



50659 New Homptoo 

!>0208 Newton 

50317 Norwoodville 

50662 Oclwein 

51040 Onowo 

51041 Oronge City 
50461 OsoQc 
50213 Osccolo 
52577 Oskolooso 
52501 Ottumwo 
502)9 Pello 
50220 Perry 
51566 Red Ook 
t>)246 Rock Ropids 
50583 Soc City 
51201 Sheldon 
51601 Shenondooh 

51249 Sibley 

51250 Sioux Center 
511 * Sioux City 
51301 Spencer 
51360 Spirit Loke 
50588 Storm Loke 
52339 Tomo 
52772 TiptoH' 
50322 Urbondole 
52349 Vinton 
52353 Woshington 
507 Wotcrloo 
52172 Woukon 
50677 Wovcrly 
50595 Webster City 
52655 West Burlington 
50265 West Dcs Moines 
52175 West Union 
50311 Windsor Heights 
50273 Wintcrsct 



67410 
670C3 
67005 
66002 
67010 
66713 
6693S 
67420 
66012 
67333 
66720 
67335 
67432 
67337 
67701 
66725 
66901 
66846 
67037 
67801 
67C42 
67526 
66801 
67045 
66205 
66701 
66736 
66739 
67846 
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KANSAS 
Abilene 
Athony 
Arkonsos 
Atchison 
Augusto 
Boxtcr Springs 
Bcllcvilic 
Bcfoit 

Bonner Springs 

Coney 

Chonutc 

Chcrryvole 

Cloy Center 

Coffcyville 

Colby 

Columbus 

Concordio 

Council Grove 

De' y 

Dodgo City 

El Dorodo 

Ellinwood 

Emporio 

Eureko 

Foirway 

Fort Scott 

Frcdonio 

Golcno 

Gordcn City 



66032 Gornctt 

67735 Goodlond 

67530 Grcot Bend 

67601 Hoys 

67060 Hoysville 

6/449 Herington 

66434 Hiowotho 

67544 Hoisington 

66436 Holton 

67951 Hugoton 

66748 Humboldt 
67501 Hutchinson 
6730) Independence 

66749 Jolo 

66441 Junction City 

66) * Konsos City 
67068 Kingmon 
67550 Lorncd 
66044 Lowrcnce 
66048 Lcovenworth 
66206 Leowood 
66051 Lcnexo 
67901 Libcrol 
67456 Lindsborg 
67554 Lyons 
67460 Mcpherson 
66502 Monhotton 
66508 Morysville 

67) 04 Medicine Lodge 
6622) Merriom 
672)6 Midlond Pork 
66222 Mission 

66205 Mission Hills 

67110 Mulvone 

66757 Neodesho 

671) 4 Newton 
67654 Nortoi* 

672) 6 OoklQwn 

67748 Ookley 

67749 Oberlin 
66061 Olothe 
66523 Osogc City 
66064 Osowotomie 
67473 Osborne 
£6067 Ottowo 
C6204 Overlond Pork 
66071 Poolo 

67219 Pork City 

67357 Porsons 

67661 Phillipsburg 

6r.*'62 Pitrsburg 

67663 PV^nville 

66208 Proirie Villoga 

67124 Prott 

66::03 Roclond Pork 

67665 Russell 

67401 Solino 

67871 Scott City 

66203 Shownee 

66967 Smith Center 

666 • Topeko 

67880 Ulysses 

67147 Volley Center 

67672 WoKeeny 
67152 "V/ellington 

66205 Westwood 

672 • Wichito 
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67156 Wintield 

KENTUCKY 
41101 Ashlond 
40906 Borbourvillt 
40OO4 Bord&town 
41073 Bellevue 
42324 Benton 
40403 Berco 
42101 Bowling GrMO 

40218 BuecheT 

42716 CompbellsviUe 
41008 Corrollton 
41129 Cotiettsburg 
42330 Centrol City 
40701 Corbin 
410^! Covington • 
40^23 Cumberlond 
41031 Cynthiona 
40422 Donville 
42408 Dowson Spnngs 

41074 Doyton 
42410 EorlingVon 
42501 Eost ^nters«t 
42701 Elizobcthtown 
41018 Elsmere 
41018 Erlonger 
40118 Foirdolc 
41040 Folmouth 
40291 Fern Creek 
41139 Flotwoods 
41042 Florence 
41017 Fort Mitchell 

41075 Fort Thomos 
40601 Fronkfort 
42134 Fronklin 
42041 Fulton 

40504 Gordenside 
40B24 Georgetown 
42141 Glojgow 
42345 Greenville 
40831 Hrrlon 
40330 Kanodsburg 
41701 Hczord 
42420 Henderson 

41076 Highlond Heights 
40228 Highview 

42240 Hopkinsvilie 

40336 Irvine 

40299 Jeffersontown 

41537 Jenkins 

40444 loncoster 

40342 lowrenceburo 

40033 Lebanon 
427 Lc'iiciiTield 

405 * Lexington 

40741 London 

402 * Louisville 

41016 Ludlow 

40855 Lynch 

42431 Modisonvillt 

42066 Moyfield 

41056 MoysviUt 

40505 Meodowthorpt 
40965 MiddlesboE-o 
40043 Middletown 
^2633 Monticellc 
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40351 Morehcod 
42437 Morgontield 
40353 Mount Sterling 
42071 Murroy 
40218 Newburg 
41071 Newport 
40356 NicholosviUe 
4v^iy UKOiono 
42301 Owensboro 
42001 Poducoh 
41240 PoinrtsviUe 
40361 Poris 
41015 Pork Hills 
41501 Pikeville 
40258 Plcosure Ridg« Pk« 
40172 Proirie Villoge 
41653 Prestonburg 
42445 Princeton 
42450 Providence 
40160 Rodcliff 
40475 Richmond 
40503 Rosemont 
42276 RussellviUe 
40207 Soint Motthevi^ 
42164 Scottsville 
40065 Shelbyville 
40216 Shiveiy 
42501 Somerset 
40503 Southlond 
40272 Volley Stotion 
40172 Volley Villoc« 
40383 Versoilles 
41101 Westwood 
40769 WiUiomsburg 

40390 Wilmore 

40391 Winchester 
40503 Zondole 

LOUISIANA 

70510 Abbeville 

71301 Alexondrio 

70422 Amite City 

70032 Arobi 

71001 Arcodio 

70094 Avondole 

70714 Boker 

71220 Bostrop 

708 * Baton Rouge 

70342 Berwick 

70427 Bogoluso 

71010 Bossier City 

70517 Breoux Bridge 

71291 Brownsville 

71322 Bunkie 

70041 Buros 

70043 Cholmette , 

70525 Church Point 
70433 Covington 

70526 Crowley 
71232 Delhi 

70726 Denhom Springs 

70633 De Quincy 

70634 De Ridder 
7034<^ Donoldsonvilie 
70123 Eost Bonk 
70535 Eunice 
71241 Formerville 



71334 F«rridoy . 
7US11 Fountom Ploice 
70538 Fronklin 
70438 Fronklinton 
70051 Goryville 
70357 Coluen Meodow 
70737 Consoles 
71245 Grombling 
70053 Gretno 
70401 Hommond 
70123 Horohon 
70058 Horvcy 
71038 Hoynesville 
7i04O Homer 
70360 Houmo 
70544 Jeonerette 
70121 Jetterson Heights 
70546 Jennings 
7 1 251 Jonesboro 

70548 Koplon 
70062 Kenncr 
70444 Kentwood 
70501 Lofoyette 

70549 Loke Arthur 
70601 Loke Chorles 
70601 Loke Chorles N£ 
71254 Loke Providence 
70068 Loploce 

70373 LoRose 
71446 Le€sville 

70071 Lurcher 
70554 Momou 
71052 Monstield 
71449 Mony 
71351 Morksville 

70072 Morrero 
70001 Metoirie 
71055 Minden 
71201 Monroe 
70380 Mcrgon City 
71457 Notchitoches 
70560 New Iberio 
701 ♦ New Orleons 
70760 New Roods 
70079 Norco 

71101 No. Shreveport 
71463 Ookdole 
70570 Opelousos 
70392 Pottcrson 
71360 Pineville 
70764 Ploquemine 
70454 Ponchotoulo 
70767 Port Allen 

70083 Port Sulphur 
70394 Rocelond 
70578 Poyne 

71269 t^jyville 

70084 Reserve 

71270 Ruston 

70582 St. Mortinville 
71301 Somtown 
70807 Scotlondville 
711 • Shreveport 
70458 Slidell 
71075 Springhill 
70663 Sulphur 
71108 Summer Grove 
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71282 Tolluioh 

7C053 Tcrrytown 

70301 Thibodoux 

71373 Vidolio 

70586 Vilic Plotte 

70668 Vinton 
71082 Vivion 
70591 Welsh 

70669 Westloke 
71291 West Monroe 
70U94 Wcstwego 
71483 Winnfipld 



71295 


Wimisboro 


70791 


Zochory 




MAINE 


04210 


Auburn 


043 • 


Augusto 


04401 


Bongor 


04609 


Bor Horbor 


04530 


Bath 


04915 


Bclfost 


0390] 


Berwick 


04005 


Biddeford 


04412 


Brewer 


04009 


Bridgton 


04011 


Brunswick 


04416 


Bucksport 


04619 


Colois 


04843 


Comden 


04107 


Cope Elizobeth 


04736 


Conbou 


C4 -21 


Cumbcrlond 


04930 


Dexter 


04426 


Dover-Foxcroft 


04631 


Eostport 


O390: 


Eliot 


04605 


Ellsworth 


04937 


Foirfield 


04105 


Folmouth 


04938 


Formington 


04742 


Fort Foirfield 


04743 


Fort Kent 


04032 


Freeport 


04345 


Gordiner 


04038 


Gorhom 


04347 


Hotlowell 


04444 


Hompden 


04730 


Houlton 


04239 


Joy 


04043 


Kennebunk 


03904 


Kittery 


04240 


Lewiston 


04750 


Limestone 


04457 


Lincoln 



042S0 Lisbon 

04252 Lisbon Foils 

04254 Livermore Foils 

04652 Lubcc 

04654 Mochios 

04756 Modowosko 

04950 Modison 

04257 Mexico 

04462 Millinocket 

04463 Milo 

04260 New Gloucesttr 

04268 Norwoy 



04963 Ooklond 

O4064 Old Orchard Beoch 

04468 Old Town 

04473 Orono 

04474 Orrington 
04271 Poris 
04967 Pittsfield 
041 ♦ Portlond 
04769 Presque Isle 
04841 Rocklon<i 
04276 Rumford 

04072 Soco 

04073 Sontord 

04074 Scorborough 
04976 Skowhegon 
0B908 South Berwick 
04106 South Portlond 
04083 Springvole 
04861 Thomoston 
04086 Topshorn 
04785 Von Buren 
04572 Woldoboro 
04901 Woterville 
04473 Webster - 

Penobscot 

04090 Weils 

04092 Westbrook 

04294 Wilton 

04082 WiiKJhom 

04901 Winsiow 

04364 Winthrop 

04096 Yomouth 

03909 York 

MARYLAND 

21001 Aberdeen 

20783 Adelphi 

214 ^ Annopolis 

21227 Arbutus - 

Hole^horpe 

21225 Arundel Villoge 

212 * Boltimore 

21014 Bel Air 

20705 Beltsville 

20740 Bcrwyn Heights 

20014 Bethcsdo 
20710 Blodensburg 
20715 Bowie 
20722 Brentwood 
21225 Brooklyn Pork 
217't6 Brunswick 
2073) Cobin John 
21613 Combridge 
20027 Copitol Heights 
21228 Contonsvitie 
21620 Chestertown 
20785 Chevcrly 

20015 Chevy Chose 
20783 Chillum 
20735 Clinton 
21030 Cockeyvilie 
20740 College Pork 
21817 Crisfield 
21113 Crofton 
21502 Cumberiond 
2)222 Dundolk 
2)601 Eoston 



20840 Eost PifKS 
21219 Edgemere 
21040 Edgewood 
21921 Elkton 
21221 Essex 
20021 Forest Heights 
20028 Forestville 
21701 Frederick 
21532 Frostburg 
20760 Gditherburg 
20770 Greenbtit 
21740 Hogerstown 
21227 Holethorpe 
21740 Holfwoy 
21078 Hovre De Groce 
20031 Hillcrcst Heights 
20027 Hillside 
20780 Hyottsviile 
21085 Joppo 
20902 Kemp Mill Est. 
20795 Kensington 
20795 Kensington Est. 
2078? Kirkwood 
20787 Longley Pork 
20801 Lonhom 
21227 Lonsdowne 
70810 Lourel 
21502 Lo Vole 

20783 Lewisdole 
20653 Lexington Pork 
21090 Linthicum Heights 
21093 Ljtherville - 

Ttmonium 

21207 Ivr-^ Acres 
20310 M. and City 
21:20 Middle River 
20b22 Mount Roinier 

20784 New Corroll.s.i 
209J3 NW Pork Apts. 
20903 Ook View 
21113 Odenton 
ZV^jt Overleo 
21.17 Owings Mills 

20785 Polmer Pork 
20014 Porkside 
21234 Parkville 
20795 Porkwood 
21128 Perry Hall 

21208 Pikesvitlc 
2?851 Pocomoke City 
21133 RondQilstown 
20853 Rondolph Hilis 
21136 Reisterstown 
20840 Riverdole 
21122 Riviero Beoch 
21207 Rockdole 
20S50 Rockvilie 
20781 Rogers Heights 
21237 Rosedole 
2180) Solisbury 
2080) Seobrook 
20027 Seot Pleosont 
21146 Severno Pork 
209 • Silver Spring 
21219 Sporrows Point 
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20023 


Suitlond 


20012 


Tokomo Pork 


21204 


Towson 


20784 


University Pork 


21562 


Westcrnport 


21157 


Wcstmimter 


20962 


Whcoton 


21207 


Woodlown - 




Boltimore 


20784 


Woodlown - 




Pr. Geo. 


21061 


Woodlown Heights 


21207 


Woodmoor 


MASSACHUSETTS . 


02351 


Abington 


01720 


Acton 


02743 


Acushnet 


01220 


Adorns 


01001 


Agowom 


01913 


Amesbury 


01002 


Amherst 


01810 


Andover 


02174 


Arlington 


01430 


Ashburnhom 


01721 


Ashlond 


01331 


Athol 


02703 


Attlcboro 


01501 


Auburn 


02322 


Avon 


01432 


Aycr 


02630 


Borr^stoblo 


01005 


Borro • Worcester 


01730 


Bedford 


01007 


fielchcrtown 


02019 


Bellinghom 


02178 


Belmont 


01915 


Beverly 


01821 


Billerico 


01504 


Blockstone 


021 • 


Boston 


02532 


Bourne 


02184 


Brointree 


02324 


Bridgewotcr 


024 ' 


Brockton 


02146 


Brookline 


02326 


Brookviilc 


01803 


Burlington 


02532 


Buzzords Boy 


02138 


Combridge 


02021 


Conton 


01520 


Choftins 


01507 


Chorlton 


01824 


Chelmsford 


02150 


Chelseo 


01020 


Chicopee 


01510 


Clinrton 


01760 


Cochituote 


02025 


Cohosset 


01742 


Concord 


01226 


Dolton 


01923 


Donvers 


02714 


Dortmouth 


02026 


Dedhom 


01342 


Deerfield 



0263B Dennis 

02715 Dighton 

01516 Douglas 

02023 Dover 

01B26 Drocut 

01570 Dudley 

02332 Duxbury 

02333 Eost Bridgewotcr 
02536 Eost Folmouth 
01027 Eosthompton 
01023 Eost Longmeodow 

02334 Eoston-Bristol 
02032 Eost Wolpolc 
02149 Everett 
02720 (oil River 
02540 Folmouth 
01030 Feeding Hills 
01420 Fitchburg 
02035 Foxboro 
01701 f>rominghom 
02038 Fronklin 
01440 Gordner 
01830 Georgetown 
0)930 Gloucester 
0151V Grofton 
01033 Gronby 

01230 Gieor Borrington 

013J1 Greenfield 

01450 Groton 

01830 Grovelond 

01035 Hodley 

01982 Homilton 

02339 Honcver 

02341 Honson 

02645 Horwich 

01830 Hovcrhill 

02043 Hinghom 

02343 Holb. jk 

01520 Holden 

01746 Holliston 
01040 Holyoke 

01747 Hopedole 

01748 Hopkintcn 

01749 Hudson 
02045 Hull 
02601 Hyonnis 
01938 Ipswich 
02090 Islington 
02360 Kingston 
02346 Lokeville 

01523 Loncoster 
01237 Lonesboro 
01840 Lowrence 
0123B Lee 

01524 Leicester 
01240 Lenox 
01453 Leominster 
02173 Lexington 
01773 LirKoln 
01460 Littleton 

01 106 Longmeodow 
01B50 Lowell 
01056 Ludlow 
0)^1 Lunenburg 
01901 Lynn 



01940 Lynnfield 
02148 Molden 

01944 Monchestcr 
02048 Monsfield 

01945 Morbleheod 

02738 Morion 
01752 Morlborough 
02050 Morshfield 

02739 Mottopoisett 
01754 Moynord 

02052 Medfield 
02155 Medford 

02053 Mcdwoy 
02176 Melrose 
01860 Merrimoc 

01844 Methuen 
02346 Middleboro 

01949 Middleton 
OP57 Miiford 
Ci527 Millbury 

02054 Millis 
02186 Milton 
01057 Monson 
01351 Montoque 
01908 Nohont 
02554 Nontucket 
01760 Notick 
02192 Nceuhom 

02740 New Bedford 

01950 Newbury 
01950 Newburyport 
021 58 Newton 
02056 Norfolk 
02351 No. Abington 
01247 No. Adoms 
01060 Northhompton 

01845 No. Andover 
02760 No. Attloboro 

01862 No. Billerico 
0)532 Northboro 

01534 Northbridgc 

01535 No. Brookfield 

01863 No. Chelmsford 
02747 No. Dortmouth 
023^^6 No. Eoston 

01536 No. Grofton 

01864 No. Reoding 

02060 No. Scituote 
02766 Norton 

02061 Norwcll 

02062 Norwood 

01865 Nutting Loke 
01364 Oronge 
01540 Oxford 
01069 Polmer 
01960 Peobody 

02359 Pembroke 
01463 Pcpperell 

01866 Pinehurst 
01201 Pittsfield 
02762 Ploinville 

02360 Plymouth 
02657 Provincetown 
02169 Quncy 
02368 Rondolph 
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Roynhom 


01867 


Rcoding 


02151 


Revere 


02370 


Rocklond 


01>66 


Rockport 




Rowley 


Ul 3*49 


KutlQny 


U 1 V/U 




u 1 y^u 


dOiiSDury 


u 1 yuo 


Sou QUS 




Scif uotc 


UZ / / 1 


A k A n ^ 

dCCKOnK 




Sho ron 


ni 4^4 

U 1 lOT 


Shirley 


U 1 3*1^ 


dii rcwuu IJ 


U 1 o/o 


Silver Loke 




Somerset 




Somerville 




M DCiitn9noni 


01772 


Southboro 


0155'* 


doutnbrtcise 


027'*i 


So Dortmouth 


01 'j60 


So. GroftOti 


01 075 


dO. nodley 


01 075 


dO. nodley rolll 


01 982 


So. Homnton 


01 077 


Soulhwick 


ni CO 
Ul ^ol 


Spencer 


01 1 ** 


Springfield 


01 


Sterling 


n*) 1 on 


Stonehom 




JlOUgillOir 


\J \ 1 Ij 


jiO W 


U 1 300 




ni 77/; 
U 1 / /o 


Ni 1 /I nil m 


ni KJi 


Sutton 


m Gfj7 
u 1 yu/ 


W TV U ITI|J3kU 1 1 


n7777 


Swonseo 




1 uu niun 


u 1 too 


1 wrnfJiwi on 


ni ft7/; 

U 1 0 rO 




r. 1 roa 

U 1 /o3 


IAf\CTir*IH 

i 0)J>l ICIU 


ni <xesi 
u 1 toy 


1 #\ n c A n n 

1 0 wnscna 


r.i ^if. 

U 1 3 / O 


! u 1 riwi r u ii« 


niK7Q 

U 1 O / 7 




U 1 ^oo 




01 569 




ni AHf) 






WqIdoIc 

TV U 1 ^ Wlb 


021 54 


Wolthom 


01082 


Wore 


02571 


WorehofTt 


01083 


Worren 


02172 


Wotertown 


01778 


Woylond 


01570 


Webster 


C2181 


Wellesley 


01984 


Wcnhom 


01581 


Westboro 


01583 


West Boylston 


02379 


West Brid9«woter 


01781 


W. Corrcord 


01085 


Westfield 


01886 


Westford 


01473 


Westminister 



02193 


Weston 


02790 


Westport 


01089 


West Springfield 


02090 


Westwood 


02188 


Weymouth 


01588 


Whittnsville 


02382 


Whitmon 


01095 


Wilbrohom 


01267 


Williomstown 


01887 


Wilmington 


01475 


Winchendon 


01890 


Winchester 


021 52 


Wmtnrop 


01801 


Woburn 


016 • 


Worchester 


02093 


Wrerrthom 


02675 


Yormouth 




MICHIGAN 


49221 


Adrion 


49224 


Albion 


48001 


Algonoc 


49010 


Allegon 


48101 


Allen Pork 


48801 


Almo 


49707 


Alpeno 


481 08 


Ann Arbor 


48057 


Auburn Heights 


48413 


Bod Axe 


49014 


Eottle Creek 


46706 


Boy City 


4o5U5 


Pcecher 


49423 


Becchwood 


48809 


belding 


49022 


Benton Horbor 


49022 


Benton Heights 


48072 


Berkley 


AC^^ 7 »^ 
*f 7 1 2 J 


Bertrond 


4yyl 1 


Bessemer 


4ouUy 


beveriy nills 


40 


Big Roptds 


46JI / 


Birmirvghom 


JQ77W 


nil' ef'tnlA 

UlilSi leig 


tOU 1 J 


DioomTiciu niiis 


407 I 7 

*iy / 1 £. 


pojiiL ^iiy 


4Ut 


brooKionds 


4U(M 7 


Drownicc roTK 


n7 


Bucho non 


4Qrini 


COQIIIOC 


4R77^ 
to / ^3 


Coro 


1 0 / ^ t 


^orroii ion 


too 1 J 


center Lins 




WllUllCTUIA 


48813 


f hnrln tt(^ 

W IIU 1 1 U i 1 V 


49721 


Cheboygon 


48118 


Chclsco 


48616 


Chesoning 


48024 


Clorencevilld 


48017 


Clowson 


4903i> 


Coldwoter 


48085 


Commerce 


49041 


Comstock 


48817 


Corunno 


49508 


Cutlerville 


48423 


Povisorv 



48128 


Deorborn 


48127 


Deorborn Heights 


482 • 


Detroit 


49047 


Dowogioc 


48020 


Droyton Plotns 


48429 


Durond 


48021 


lost Detroit 


49S06 


Eost Grond Kopids 


48823 


Sost tonsirg 


48197 


Eostlown 


49001 


Eostwood 


48827 


Eoton Ropids 


48229 


Ecorse 


49b29 


Esconobo 


40/32 


Essex ville 


49022 


Euclid Center 


49C22 


Foir Ploin 


48024 


Formington 


48430 


Fci>ton 


48220 


Ferndole 


48134 


Flot Rock 


485 " 


Flint 


48433 


Flusning 


48025 


Fronkhn 


48026 


Froser 


49412 


Fremont 


48135 


Gorden City 


49735 


Goylord 


48173 


Gibfolier 


49837 


Glodstonc 


194 17 


Grond Hovcn 


48837 


Grond Ledc^e 


495 ' 


Grond Ropids 


49418 


Grondvilie 


48d3d 


Greenville 


481 3d 


Gross lie 


482J6 


Gfosse Pointe 


4fcZou 


Grosse Poiotc 




Forms 


40 7 2£. 
to/ JO 


Grosse Poiryte 




rork 


tuZJU 


uios^e roiryTe 




Shores 


t0230 


Groste Poirvte 




woods 


4j;7l 7 
toZ 1 ^ 


nomrromcK 


tyy J w 


U M n ^ M 


tO£ JO 


wm ^9nt'%9 WW A n A € 

nar(Jur Tfouua 


toOtU 




dQn<\W 
tyujo 


n/ictiimc 

noaiing) 


4fin^n 


M/tvnl P/trk 

noxLi rOfiv 


tO^UJ 


HinhlnnH Pnrk 


40747 
ty^ t£ 




t7 1£ J 




48442 


Holly 


48842 


Holt 


49931 


Houghton 


48843 


Howell 


49247 


Hudson 


49426 


Hudsonville 


48070 


Huntington Woods 


48054 


Huron Gordens 


48141 


Inkstor 


48846 


lonio 


49801 


Iron Mourvtoin 
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49935 Iron River 
49938 Ironwaod 
49849 hhpeming 
48847 Ithoco 
49201 JocksoiQ 
49428 Jeniscn 
49001 Xolamnzoo 
49057 Xeego Harbor 
49508 Kentwood 
49801 Kingsford 
49441 Lake Harbor 
48035 Uke Orion 
49015 Lakcview 
489 ^ Lansing 
48446 Lapeer 
48503 Lopcer Heights 
48075 Lathrup Villoge 
^9913 Laurium 
49017 Level Pork 
4b H6 Lincoln Park 
48150 Uvonia 
49331 Lowell 
49431 Ludington 
48071 Modison Heights 
49660 Manistfec 

49854 Monistique 

48039 Marine City 

49855 Morquette 
49068 Marsholi 

48040 Marysville 
48854 Mason 
48122 Melvlndale 
49858 Menominee 
49254 Michigon Center 
48640 Midland 

481 60 Mllon 

48042 Milford 

48161 Manroe 

48043 Mount CItmens 
48043 Mount C!emns S.L 
48458 Mount Morris 
488!>8 Mount Pleosont 
49862 Munising 

49443 Muskegon 

49444 Muskegon Heights 
49866 NegauDec 

18047 New Baltimore 
49868 N<;wbcrry 
49120 Niles 

49445 Narth Muskegon 
48167 Narthvilh 
49870 Norway 

48050 Navi 
48237 Oak Park 
48864 Okemas 
48750 Oscoda 

49078 Otsego 
48867 Owouo 

49079 Paw Paw 
490^^8 Paw Paw Lake 
49: /O Pttaskey 

49505 Plainfield Heights 

49080 PiMnvell 
48069 Pleasont Ridot 
48170 PJymoutti 

Pose 18 



«053 Ponfioc 
49081 Portage 
48060 Part Huran 
48875 Partlond 
48239 Redford Tawoship 

48062 Richmond 
48218 River Rauge 
48192 Riverview 

48063 Raches:cr 

48173 Rockwood 
49779 Rogers City 

48065 Romeo 

48174 Romulus 
49444 Roosevelt Pork 

48066 Roscville 

48067 Royal Ook 
48220 Royol Ook Twp. 
48601 Soqinow 
48075 St. Clair 
48080 St. Cloir Shores 
49781 St. Ignoce 

48879 St. JohfTS 
49085 St. Joseph 

48880 St. Louis 
48176 Saline 

49783 Souir Sointe Morit 
48075 SouthficlQ 
48192 Southgote 

49090 South Haven 
48161 Soiit.h .Monro* 
49345 Sparta 
49015 Springfield 

49091 Sturgis 
48473 Sworti Creek 
49286 Tfjcumseh 
^9093 Three Rivers 
49684 Traverse C«ty 

48183 Trenton 
48084 Troy 

49203 Vondercook Lak« 
48768 Vossor 
49968 Wokefield 
49504 Walker 

48088 Walled Loke 

48089 Warren 
48095 Woterford 

48184 Wayne 
48184 We&tlond 
48197 West Willow 
49007 Westwood 
49461 Whiteholl 
48086 White Loke 
48197 Willow Run 
48917 Windemcre 
49201 Woodville 
48192 Wyondott(» 
49509 Wyoming 
48197 fpsilonti 
49464 Zeelond 

MINNESOTA 
56007 Albert Uo 
56308 Alexondrio 
55303 Anoko 
55112 Arden Hills 



55705 Auro/o 
55912 Austin 

55706 dobbitt 
55003 Boyport 
56601 Demioji 
55433 Blaine 

55420 Bloomington 
56013 Blue Earth 
56401 Broinerd 
56520 Breckcnridge 

55429 Brooklyn Center 

55430 Brooklyn Park 
55378 Bumsvlllo 
55921 Caledonia 
55008 Cambridge 
55111 Cedor Grove 
55318 Chosko 

55719 Chishoim 
5501 : Circle Pines 

55720 Cloquct 

55421 Columbia Heights 
55433 Coor> Rapids 
55016 Cottage Grove 
56716 Crookston 

56441 Crosby 

55428 Crystcl 

55391 Dcephoven 

56501 Detroit Lokes 

558 • Ouluth 

56721 Eost Grond Forks 

55343 Eden Proirie 

55424 Edino 

55731 Ely 

55734 Eveleth 

56031 Foirmont 

55113 Falcon Heights 

55021 Foirboult 

56537 Fergus Foils 

55025 Forest Loko 

55432 Fridtey 

55741 Gilbert 

55336 Glencoe 

56334 Glenwood 

55427 Golden Valley 

55744 Grand Rapids 

56241 Gronite Foils 

55033 Hastings 

55746 Hibbing 

55343 Hopkins 

55750 Hoyt Lokes 

55350 Hutchinson 

56649 internotionol Foils 

55039 Inver Grove Heights 

56143 Jockson 

55947 Lo Crescent 

55041 Loke City 

56058 Le Sueur 

55355 Litchfield 

55117 Little Conodo 

56345 Little Foils 

56156 Luverne 

.V6001 Monkoto 

55369 Mople Grov« 

55109 Moplewood 

56258 Morsholl 
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55118 Mendota Heights 
554 * Mirvneapolis 
55343 Minnetonko 
56265 Montevideo 
56560 Moorheod 
56267 Morris 
55364 Mound 
55112 Mound View 

55112 New Brighton 
55428 New Hope 
56071 New Progut 
56073 New Ulm 
55057 Northfield 
56001 North Monkoto 
55109 North St. Paul 
55391 Orono 

56278 Ortonvtlle 
55369 Osseo 
55060 Owotonno 
"^6470 Pork Rapids 
:>6164 Pipestone 
55418 Plymouth 
55810 Proctor 
55066 Red Wing 
56283 Redwood Foils 
55423 Richfield 
55422 Robbinsdole 
55901 Rochester 

55113 Ruicviiic- 
55418 Soint Anthony 
56301 St. Cloud 
56081 St. Jomes 
554)6 St. Louis Pork 
551 • St. Poul 
55071 St. Poul Pork 
560^2 St. Peter 

56378 Souk Centre 

56379 Souk Ropids 
55379 Shokopce 
55112 Shoreview 
55331 Shorcwood 
55616 Silver Boy 
56085 Sleepy Eye 
55075 South St. Poul 
56087 Springfield 
55433 Spring loke Pork 
55975 Spring Volley 
56479 Stoplcs 

55082 Stillwater 
56701 Thief Riv.^r Fohs 
56175 Trocy 
55616 Two Horbo's 
55792 Virginio 
55981 Wobosho 
56482 Wodeno 
56093 Woseco 
55391 Woyzoto 
56097 Wells 
551Ut West St. Poul 
:>5110 White Beor Loke 
56201 Willmor 
56101 Windom 
55987 Winono 
56187 Worthington 



MISSISSIPPI 



39730 


Aberdeen 


38821 


Amory 


38606 


Botesville 


39520 


Boy St. Louis 


39038 


Belzoni 


39530 


Biloxi 


38829 


Booneville 


39601 


Brookhoven 


39046 


ContoD 


38921 


Chorleston 


38614 


Clorksdote 


38732 


Clevelorvd 


39056 


Clinton 


39429 


Columbio 


39701 


Columbus 


38834 


Corinth 


39059 


Crystol Springs 


39533 


D'Ibervillt 


3906^ 


Duront 


394^7 


Etiisville 


39074 


Forest 


38701 


Greenville 


38930 


Grecwood 


38901 


Grenodo 


39501 


Gulfport 


39401 


Hottiesburg 


39083 


Hozlehurst 


387^8 




38635 


Holty Springs 


38851 


Houston 


38751 


Indionofo 


392 * 


Jockson 


39090 


Kosciusko 


39440 


Lourel 


38756 


Leiond 


39095 


Lexington 


39560 


Lon^ Beoch 


39339 


Louisville 


39648 


McComb 


39111 


Mogee 


38646 


Morks 


39301 


Meridion 


39562 


Mississippi City 


39563 


Moss Point 


39120 


Notchez 


38652 


New Albony 


39345 


Newton 


39564 


Oceon Springs 


38860 


Okolono 


38655 


Oxford 


39567 


Poscogoulo 


39571 


Poss Christion 


39208 


Peorl 


39465 


Petol 


39350 


Phtlodelphio 


39466 


Picoyune 


38863 


Pontotoc 


39150 


Port Gibson 


38663 


Ripley 


38668 


Senotobio 


39759 


Storkville 


39759 


Stotc College 


38801 


Tupelo 


38677 


University 



39180 Vicksburg 

38965 Woter Volley 

39367 Woynesboro 

39773 West Point 



38967 


Winono 


39194 


Yozoo City 




MISSOURI 


63123 


Affton 


65605 


Auroro 


63011 


Bollwin 


6il37 


Bellefontoine - 




Neighbors 


63133 


Bel-Ridge 


64012 


Belton 


63134 


Berkeley 


64424 


Bethony 


64015 


Blue Springs 


65613 


Bolivor 


63628 


Bonne Terro 


65233 


Boonville 


63334 


Bowling Green 


63114 


Breckenridge Hills 


63144 


Brentwood 


63042 


Bridgrton 


64628 


Brookficid 


64730 


BuMcr 


65018 


Ccliformo 


64^29 


Comefon 


63435 


Conton 


63701 


Cope Girordeou 


64633 


Corrotlton 


64830 


Corthoge 


63S30 


Coruthcr^viile 


65240 


Centrolio 


63740 


Choffec 


65S34 


Chorleston 


64601 


ChJhcothe 


631 Oi> 


Cioyton 


64735 


Clinton 


65201 


Columbio 


63126 


Cresfwood 


63141 


Crcvo Coeur 


63019 


Crystol City 


63136 


Dellwood 


63020 


De Soto 


63131 


Des Peres 


63841 


Dexter 


63845 


Host Proirie 


65026 


Eldon 


64744 


El Dorodo Springs 


63011 


Ellisvillc 


64024 


Excelsior Springs 


63640 


Formington 


6S248 


Foyette 


63135 


Furguson 


63028 


Festus 


63601 


^lot River 


63031 


f Jorissont 


63645 


Frcdericktown 


63131 


Frontenoc 


6521)1 


Fulton 


64118 


Gladstone 


63122 


Gicndole 


64030 


Grondview 
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63133 Hontey Hills 

63401 Honnibol 

64701 Horrisonvitl* 

63851 Hoyti 

63042 Hq2«1woo4 

65041 Hermann 

64037 Higginsville 

63133 Hillsdolt 

64050 Indepcndcnct 

63755 Jackson 

65101 Jtfferson City 

63136 Jennifvas 
64801 Joplin 

641 * Konsos City . 

63857 Kennett 

63140 Kinloch 

63501 Kirksvillt 

63122 KtrKwQQd 

63124 Lodue 
64759 Lomor 
65536 Lebonon 
64063 Lee's Summit 

63125 Lcmoy 

64067 Lexington 

64068 Liberty 
63353 Louisiana 
63552 Macon 
63863 Maiden 
63143 Moplcwood 
64658 Morccline 
65340 Marshall 

63042 Maryland Hcigktr 

64468 Moryvillt 

63129 MchlvilU 

65265 Mexico 

65270 Moberly 

63136 Moiir>e Acres 

65708 Monett 

65711 Mou.itoin Grovt 

64850 Neosho 

64772 Nevada 

63869 New Madrid 

63121 Normandy 

64116 No. Konsos City 

6i121 Northwoods 

63366 O'Follon 

63132 Olivette 
63114 Overland 
63069 Pacific 

63133 Pogedol* 
63461 Polmyro 
63775 Perryvillt 
63120 Pine Lown 
64080 Pleosont Hilt 
63>01 Poplar Bluff 
63873 Portogevillt 
63664 PotosT 
64133 Roytown 
64085 Richmond 
63117 Richmond Htlglitt 

63137 Riverview 
63124 Rock Hill 
65401 Rollo 
63074 St. Ann 
63301 St. Chofitt 
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63077 St. Clair 

63670 Ste. Genevieve 

63114 St. Johns 

645 * St. Joseph 

631 • St. Louis 

65560 Solem 

63126 Soppington 
65301 Scdolio 
63119 Shrewsbury 
63601 Sikeston 
65349 Slater 
63138 Spanish Loke 
658 * Springfield 
64054 Sugar Crtek 
63080 Sullivan 

63127 Sunset Hills 
64683 Trenton 
63084 Union 

63130 University City 
63088 Valley Park 
63382 Vondolio 
64093 Worrensburg 
63090 Washington 
64870 Webb City 
63119 Webster Groves 
63112 Wellston 
63385 Wentxvillt 
65775 West Plains 
65360 Windsor 

63 1 31 Woodson Terroct 

MONTANA 

59711 Anouondo 

591 ^ Bii'ings 

59101 Bilh.^gs Heighti 

59101 Billings South 

59715 Bozemon 

59701 Butte 

59425 Conrad 

59427 Cut Bonk 

59722 Deer Lodge 

59725 Dillon 

59701 Floral Pork 

59230 Glasgow 

59330 Glendivc 

59401 Oreot Foils 

59034 Hordiii 

59501 Horve 

59601 Helcno 

59901 Kolispeil 

59044 Laurel 

S945V Lewistown 

S9739 Libby 

S9047 Livingston 

S9301 Milts aty 

59801 Missoulo 

S9801 Missoulo IW. 

59072 Roundup 

59474 Shelby 

59270 Sidney 

59701 Silver Bot.« Pork 

59937 Whitefish 

59201 Wolf Point 



NE6RASK 

69301 Alliance 

68305 Auburn 

68818 Aurora 

68310 Bcotrice 

68005 Bellevue 

68008 Bloir 

68822 Broken Bow 

69337 Chodron 

686U1 Columbus 

69130 Coacod 

68333 Crete 

68352 Foirbury 

68355 Falls City 

68025 Fremont 

69341 Gering 

69138 Gothenburg 

68801 Grand Islond 

68901 Hastings 

68949 Holdrcgc 

68847 Kearney 

69145 Kimball 

68128 La Vista 

68850 Lexirvgton 

685 * Lincoln 

69001 Mc Cook 

68043 Millard 

68410 Nebraska City 

68701 Norfolk 

69101 North Plottt 

69153 Ogollolo 

681 * Omaha 

68763 O'Neill 

6SQ46 Fopilhon 

68048 Plottsmouth 

68051 Ralston 

68661 Schuyler 

69361 Scottsbluff 

68434 Seward 

69162 Sidney 

68776 So. Sioux City 

68978 Superior 

69201 Valent;nc 

68066 Wohoo 

68787 Wayne 

68788 West Point 
684<i7 York 

NEVADA 

89005 Boulder City 

89701 Carson City 

89801 Elko 

89301 Ely 

89406 Fallon 

89415 Hawthorne 

89015 Henderson 

891 * Los Vegos 

89030 North Los Vegos 

895 Reno 

89431 Sparks 

89445 Winn«mucca 

NEW HAMPSHIRE 

03102 Bedford 

03570 Berin 
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03603 


Chorlestown 


03743 


Cloremont 


03301 


Concord 


038)8 


Conwoy 


03038 


Oerry 


03820 


Dover 


03824 


Durhom 


03833 


Exeter 


03835 


Formington 


03045 


Goffstown 


03581 


Gorhom 


03842 


Hompton 


03755 


Honover 


03765 


Hoverhtit 


03106 


Hooksetr 


0305 1 


Hudson 


034^1 


Keene 


03246 


Loconia 


03584 


Loncoster 


03766 


Lcbonon 


0356) 


Littleton 


031 • 


Monchester 


03054 


Merrimock 


03055 


Milford 


03060 


Noshuo 


03857 


New Morktt 


03773 


N<^wport 


up 7 up 


Northumberlond 


03076 


Pelhom 


03458 


Peterborough 


03105 


Pinordville 


03865 


Ploistow 


03264 


Plynouth 


03801 


Porumouth 


03B67 


Rochester 


03870 


Rye 


03079 


Solem 


03878 


Somersworth 


03275 


Suncook 


03608 


Wotpolt 


03894 


V/oifeboro 




NEW JERSEY 


08201 


Absecon 


07102 


Acodemy (Nwk.) 


07710 


Adelphio 


07724 


Alfred Voll 


07727 


Ailoirt 


07820 


Allomuchy 


07401 


Atlendole 


0771 1 


Alieflhursi 


08501 


Alientown 


08720 


AJIenwood 


08001 


Ailowoy 


07012 


Allwood - Clifton 


0S865 


Atpho 


07620 


Alpine 


07017 


Ampere - 




Bloomfitld 


08037 


Ancora 


07821 


Andover 


06801 


Annondole 


07032 


Arlington 


0880'' 


Asbury 


077 U 


Asbury PoHc 



C80O4 Atco 

070^3 Athenio (Clifton) 

08400 Atlontic City 

07716 Atlontic Highlondi 
08106 Audubon 

07822 Augusto 
08202 Avolori 

07001 Avenel 

07717 Avon-by-the-seo 
08803 Boptistown 

08005 Bornegot 

08006 Bornegot Light 

08007 Borrington 

07920 Bosktng Ridge 
08037 Botsto 
08742 Boy Heod 

07002 Boyonne 

08721 BoyviUc 
07202 Boywoy (Eliz.) 

08008 Beoch Hoven 

08722 Bcochwood 

07921 Bcdminster 

07718 Belford 
OU502 Belle Meed 
0710'^ Belleville 
08030 Bellmowr 

07719 Bclmor 

07823 Bclvidere 
07304 Bergen 
07621 Bcrgenfield 
07087 Bcrgenline 
076S2 Bergen Moll 

iPoromus) 

07002 Bergen Pt. 

(boyonne) 

07922 Berkeley Hgts. 

08009 Berlin 
07924 Bcrnordsviile 
07201 Betsytown (Eliz.) 

07824 Bevons 

08010 Beverly 

0801 1 Birminghom 
0C301 Bivolve 

08012 Blockwood 
08096 Blockwood Terr. 

07825 Bloiretown 

08504 Blowenburg 

07003 Bloomfieid 
07403 Bloomingdolt 

08804 Bloomsbury 
07603 Bogoto 
07005 Boonton 

08505 Bordentown 

08805 Bound Brook 
07720 Brodley Beoch 
08840 Broiny Boro 

07826 Bronchville 
08723 Breton Woods 
07018 Brick Church - E.O. 
08723 Brick Town 
08014 Bridgeport 

08302 Bridgeton 
08730 Brielle 
08203 Bngonrtine 
08808 Bfoodwoy 



07003 


brooKdoie - 




Dioomtieia 




DrooKivj wn 


07926 


Brooksidc 


0801 5 


Drowns Mills 


Uoo)7 


Browntown 




iniH rha \ 


u/ szs 


DUUU kOlVC 


Aft ? 1 n 




1 o 


Rur li not on 




Butler 




ButtTvillp 


07006 


Coldwcll 


07830 


Coll fon 


Oft 1 00 


WlllUVIi 


08204 


CoD^ Mov 




CoD^ Mov 




Cou/t Hous« 


08212 


Cope Moy Point 


07072 


Corlstodt 


08009 


Corneys Point 


07 008 


Co rt eret 


07030 


Cost le Point 




(Hob'kn) 


08018 


Cedor brook 


07 Of>0 




07927 


Ct'dor tCnolls 


0831 1 


Cedorville 


08608 


Center (Trenrton) 


07018 


Ccntrol (E Ora.) 




Chonibersburg 


07831 


Chongewoter 


07928 


Chothoni 


080)9 


Chotsworth 


08034 


Cherry Hill 


08034 


Cherry Moil 


07930 


Chester 


07083 


Chestnut (Union) 


08077 


Cmnommsson 


08638 


Circle (Trentorr) 


08736 


Circle Ploxo 




(Mono&quon) 


07066 


Clork 


08020 


Clorksboro 


08510 


Clorksburg 


08312 


Cloyton 


08021 


CIcmenton 


070)0 


Ctiffside Pork 


07721 


Cliffwood 


07735 


Cliffwood Beoch 


0701 1 


Clifton 


ofiftog 

UOO v7 


dinton 

V lilllWII 


07108 


Clinton Hill*Nwk. 


07624 


Closter 


08108 


Collingswood 


08213 


Cologne 


07067 


Colonic 


07722 


Colts Neck 


07832 


Columbia 


08022 


Columbus 


0796) 


Convent Station 


08511 


Cookstovirn 


07024 


CoytsviDe (Ft Le«) 


07821 


Cronberry Lokt 
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07016 
0&5H 
0/626 
08515 
08810 
07723 
080)5 
0802£ 
08)10 
08075 

oyo)4 



07833 
083)4 
08075 
07627 

082) 4 
07834 
08u96 

083) 5 
070)7 

08316 
083)7 
0780) 
07628 
07055 
088)2 
075)4 
088)6 
08)05 
07734 
08873 
070)7 
07407 
07073 
08302 

07724 
07020 
088)7 

082) 5 
07740 
07200 
07206 

083) 8 
07202 

082) 7 
07630 
0763) 
07632 
07726 
0702) 

083) 9 
08025 
07006 
0770) 
074)0 
08320 
07022 
07023 
0793) 
07727 



CrontHiry 
Cronford 
Creomndge 
Creui;il| 
Crosiwicks 
Ooyton 
Oeol 
Ocboroh 
Decpwottr 
Oeloir 
Oelonco 
Oelowonno 

Oclowore 
Dwimonf 
D'^lron 
Demorcst 
DcnnjsvHIe 
Deiwille 
Deprford 
Dividing Creek 
Doddrown- 
E. Oronge 
Dorchester 
OoTQthy 
Dover 
Dumonf 
Dundee 
Dunnellen 
Eo$r (Porerson) 
C.Brunswick 
E. Comden 
£• Keonsburg 
E. Millsfone 
Eosr Orongo 
£. Porerson 

Rutherford 
^Qit Side 
<Bridgcfon) 
tatontawn 
Edgeworer 
Edison 

Egg Horbor City 
Eiberon 
Elizoberh 
Eiizoberhporr 
Elmer 

Elmoro-tiii 
Elwood 
Emerson 
Englewood 
Englcwood Clifh 
Englishfown 
Esser Fells 
Esrell Monor 
Ewon 

Foirfield-Coldwell 
Foir Hoven 
Foir Lown 
Foirton 

Fonwood 
For Hills 
Formirgdole 
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07306 Five Corners 
Uer. Ctv) 

08731 Forked River 

08321 Fortcjcue 

07024 FortU. 

nllon fof' Monmouth 

Si IVH City 

07fi2? J^'? St -Union CitJ 

07621 Fojter Villoge- 

Bergen field 
Fronklin 

08823 Fron.klin Pork 

07728 Freehold 
mill ^'«"'hK>wr 
07625 Gorden Stole 
(Poromus) 

07026 Gorfield 

07027 Garwood 

08026 Gibbsboro 

08027 G.bbstown 

07933 Gillette 

07934 Glodstone 

08028 Gloiiboro 

07837 Glosjer 

08029 Glendoro 
08826 GlenGordner 

07028 Glen Ridge 
07452 Glen Rock 
07418 Glenwood 

07010 Grontwood 

07838 Greot Meodowj 
088)2 Green Brook 
08219 Green Creek 
milt ^'"ndcll 
07435 Green Pond 

07305 Greenville (J.C.) 

n«n» ^rcenwich 

nf«^ Grenloch 

07950 6rcy,tone Pork 

OB620 Crovevillc 

Guttenburfl 

07601 Hockenjock 

ninll "oddenfield 
08035 Hoddon Heights 
UOUJ6 Hoincsporf 

074)9 Homburg 

08690 Homilron Squore 

08037 Hommonfon 
08827 Hompron 

08038 Honcocks Bridge 



07936 
07640 
07029 
08039 
07420 
07604 
08040 
0:-64) 
07506 
07730 
08324 
08828 
0742) 
07842 
08829 
07422 
08904 
07732 
08520 
07502 



07642 
07205 
07030 
07423 
07733 
07843 
07844 
08525 
07727 
07307 
07047 
08080 
08526 
08325 
07)05 
07845 
07))) 
08830 
08732 
08527 
07305 
0883) 
07300 
0804) 
07846 
07306 
08042 
08809 
07734 
07032 
08832 
08824 
07033 
07847 
07735 
08528 
07405 
08043 
07848 
07034 
07849 
0787) 
08733 



Honover 
Horiingfon Pork 
Horrison 
Horrisonville 
HoskcJI 

Hojbrouck Hgrt 
Hwvey Cedon 
Howorth 
Howfharne 
Hozler 
HeislervilU 
Helmerro 
Hewirr 
Hibernio 
High Bridge 
Highlond Us. 
Highlond Pork 
Highlonds 
Highrstown 
Hillcresr 
/Porerson) 
Hillsdole 
Hillside 
Hobokcn 

Ho-Ho-Kus 
Holm del 
Hopotcpng 
Hope 
Hopewell 
Howell 

Hudson Cify (J.C.) 
Hudson Hgrs. 
Hurfrvillc 
Imloysrown 
lono 

Ironbound 
Ironio 
Irvingron 
Iselin 

Islond Hgr$. 
Jockson 

•j'^^cksofv Ave. (J.C.) 
Jomcsburg 
Jcficy Ciry 
Jobsrown 
Johnsonburg 
Journal Sq. (J.C.) 
Juliusrown 
Juriond (Clinron) 
Kconsburg 
Keorny 
Kcosbcrg 
•Cendoll Pork 

Kenilworrh 
Kenvii 

•feyporr 
Kings»oi> 
Kinnelon 
Kirkwcod 
l^ofoyerre 
Lokc Hiowotho 
Loke Hoporcong 
Loke Mohowk 
Lokehursr 



08012 Lokelond 

08701 Lokewood 

08530 Lombertville 

07850 tonding 
08326 Londisvitle 

08734 Lonoko Horbor 

08044 Lourel Springs 
C8879 Lourencc Horbor 

08735 Lovoltcttc 

08045 townside 
08532 Lowrenceville 

07851 Loyton 
08833 Leborvon 

07852 Lcdgcwood 
08220 Leeds Point 
C8327 Lcesburg 
07737 Lconordo 



07605 


Leonio 


07938 


Liberty Corner 


07035 


Lincoln Pork 


07738 


Lincroft 


07036 


Linden 


08C21 


Lindcnwood 


C3221 


Linwood 


07424 


Little Foils 


07643 


Little Ferry 


07739 


Littb Silve; 


08834 


LiMIe York 


07039 


Livingston 


07760 


Locust (Rumson) 


07644 


Lodi 


AO A/iO 

080U8 


LOlr^ PWUfcll 


07740 


Long Bronch 


084C3 


Longport 


07853 


Lonq Valley 


0R865 


Lopotcong 


08048 


Lumberton 


07071 


Lyndhurst 


07939 


Lyons 


07428 


McAfee 


08641 


McGuire A. F. B. 


07940 


Modison 


OP049 


Mognoiio 


07430 


Mohwoh 


0R328 


Mologo 




Moll (Short-Hills) 


08050 


Monohnwkin 


08736 


' Monosquon 


08723 


Monor Pork 


(Bricktowiv) 


08738 


Montotoking 


08051 


MontuQ 


08835 


Monvitle 


07040 


Moplecrest 


08052 


Mople Shode 


O704O 


Moplewood 


08402 


Morqofe City 


07746 


Mortboro 


08053 


Morlton 


08223 


Mormoro 


08ri36 


Mortinsville 


CR054 


Mosonville 


07747 


Motowon 


08329 


Mouricetown 



08330 Moys Lending 
076«;7 Moywood 
07047 Meodowview 
08055 Medford 

08055 Medford Lokes 
07945 Mendhom 
08817 Mcnlo Pork 

(Edison) 
08619 Mercerville 
08109 Merchontville ■ 
08840 Metuchetv 

08056 Mickleton 
0887? Middlebush 
C884G Middlesex 
07748 Middletown 
C7854 Middle Volley 
07855 Middleville 
07432 Midlond Pork 
07i02 Midtown iNwk.) 
C8848 Mitford 

07041 Millburn 
07946 Miliington 
08849 Millstone 
OlibSO Milltown 
C8332 Millvitle 
08340 Milmoy 
C8341 Mmotolo 

08342 Mizpoh 
07093 Monitor 

(W. New York) 

07750 Monmouth Seoch 
088S2 Monmouth Junct. 
07434 Monroe 

08343 Monrroeville 
07042 Montcloir 
07645 Mcntvo'e 

07045 Monfville 
07074 Moonoctiie 
08057 Moorestown 

07751 Morgonvilie 
070tt3 Morris Annex 

(Union) 
07950 Morns Ploins 
07960 Morristown 

07046 Mountoin Lokes 
07092 Mountointide 
07856 Mourit Arlington 

08059 Mount Ephroim 

07970 Mount Freedom 

08060 Mount Holly 

08061 Mount Royol 
07060 Muhlenburg 

08062 Mullico Hill 

07971 Murroy Hill 

08063 Notionol Pork 

07752 Novesink 
077*^3 Neptune 

07753 Neptune Ci«y 
ORR53 Neshonic Stotion 
078*^7 Netconq 

07062 Nctherwood 
07100 Nework 
08900 New Brunswick 
08533 New Egypt 



08B44 Hewfield 
07435 Newfoundlond 
08224 New Gretno 
08064 New Lisbon 
07646 New Milford 
07748 New Monmouth 

08345 Newport 
07974 New Providence 
07724 New Shrewsbury 
07860 Newton 

08346 Ncwtoville 
07976 New Vernon 
0R<j17 Nixon (Edison) 
0R347 Normo 

08739 Normondy Beoch 
07104 North 
07032 North Arlington 
07047 North Bergen 
08855 Nurth Bronch 
08902 North Brunswick 
08204 North Cope Moy 
07006 North Coldwell 
07003 North Center 
(Bloomfield) 

07208 North Elizobeth 

OR225 Nort-hfield 

07661 North Hockensock 

07C60 Ko. Holedon 

070G0 North Ploinfietd 

07647 Northvole 

0R260 North Wtldwood 

0764R Norwood 

07110 Nutley 

07755 Ookhurst 
07436 Oakland 
08107 Ooklyn 
O^J^S Ook Ridoe 
08226 Oceon City 
0R740 Oceon Gofe 

07756 Oceon Grove 
077*^7 Oceonport 
082^0 Oceon View 
OR231 Oceoirville 
07439 Oodcnsburg 
0RRS7 Old Bridoe 
07675 Old Toppon 
OR85R Oldwick 

07649 Orodeli 
07050 Ofonge 
C-R723 Osbornsvillt 
07026 Outwoter 

(Garfield) 
07863 Oxford 
07470 Pockonock Lok« 
07024 Polisode (Ft Lee) 

07650 Polisodes Pork 
08065 Polmyro 
07002 Pomropo 

(Boyonne) 
07652 Poromus 
07513 Pork (Poterson) 
07656 Pork Ridge 
08859 Porlin 
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07054 

07055 
07500 
08066 
07977 
08067 
08068 
08534 
08110 
08069 
08070 
07440 
08535 
08861 
08865 
087^)1 
07058 
08021 
08854 
08071 
08867 
07060 
08536 
08046 
08232 
07978 
08742 
08742 
08240 
07442 
07444 
08348 
07758 
07865 
08349 
07064 
08241 
07979 
07470 
08015 



08540 
085SO 
08868 
08072 
07065 
07446 
08073 
08869 
08870 
07701 
083SO 
08074 
07657 
07660 
074S(> 
08871 
08551 
07456 
0R242 
07026 
07457 
07661 



Porrippony- 
Troy-HilU 

Peterson 
Poulsboro 
Peopock 
Pcdricktown 
fcmberton 
Penmngton 
Pennsouken 
Penns Grove 
Pennsvillc 
Pequonnock 
Perrineville 
Perth Amboy 
Philipsburg 
Pine Beoch 
Pine Brook 
Pine HitI 
Piscotowoy 
Pitmon 
Pittstown 
Pioinficid 
Ploinsboro 
Plozo 

Pleosontyilte 
Pluckcmin 
Point PIcosont 
Pt. Pleosont Beoch 
Pomono 
Pompton tokes 
Pompton Ploins 
Port Elizobcth 
Port Monmouth 
Port Murray 
Port Norris 
Port Rcoding 
Port Republic 
Pottrrsville 
Preokness-<Woyne) 
Pre&'dcntiol Lks. 
(browns Mills) 
Princeton 

Princeton Junction 
Quokertown 
Quinton 
Rohwoy 
Romsey 
Roncocos 
Roriton 
Reodington 
Red Bonk 
Richlond 
Richwood 
Ridgefield 
Ridqefield Pork 
Ridgewood 
Ricgel&ville 
Ringocs 
Ringwood 
Rio Gronde 
Ritz (Gorfield) 
Riverdole 
River Edge 



07412 River Rood 
(Foir town) 
08075 Riverside 
07524 River St. (Poterson) 
08077 Rivcrton 
07675 River Vole 
08351 Roodstown 
08691 Robbinsville 
07662 Rochelle Pork 
07866- Rockowoy 
07647 Rockleigh 
07764 Rockworth 

08553 Rocky Hilll 

08554 Roebling 

08555 Roosevelt 
07068 Rosclond 

07203 Roselle 

07204 Roselle Pork 

08556 Rosemont 
08352 Roscnhoyn 
07107 RosLville (Nwk.) 
07760 Rumson 

08078 Runncmede 
07070 Ruthertord 
07662 Soddle Brook 
07458 Soddke River 

08079 Solcm 
08559 Sond Brook 
08872 Sayreville 
07870 Schooleys Mntn. 
07724 Scobeyville 
07076 Scotch Ploins 
07760 Seo Bright 
08302 Scobrook 

08750 Seo Girt 
08243 Seo Isle City 

08751 Scosidc Heights 

08752 Seoside Pork 
07094 Secoucus 
08557 Sergeonrtsville 

07077 Scworen 
08CB0 Sewell 
08353 Shiloh 
080O8 Ship Bottom 
08723 Shore Acre:. 

(Bricktown) 

07078 Short Hills 
07701 Shrewsbury 
08081 Sicklervillc 
08558 Sklllmon 
082*)! Smifhvilie 
08083 Somerdole 
08873 Somerset 
08244 Somers Poir^t 
08876 Somerville 
07114 South (Nwk.) 

08879 South Amboy 

08880 So Bound Brook 

08881 South Bronch 
06104 South Comden 
07606 South Hockensock 
07^39 South Livingston 
07079 South Oronge 
07503 South Poterson 



07080 South Ploinfield 
08882 South River 
08753 South Toms River 
08360 i»outh Vinelond 
07871 Sporto 

08884 Spotswood 

07081 Springfield 
07762 Spring Loke 
07762 Spring Loke MgtX- 

07874 Stonhope 

08885 Stonton 

08886 Stewortville 

07875 StiUwoter 
07980 Stirling 
07460 Stockholm 
08559 Stockton 
08247 Stone Horbor 
08084 Strotford 
082*18 Strothmorc 
07701 Suburbon 

(Red Bonk) 

07876 Succosunno 
07901 Summit 
07087 Summit Av 

(Union City) 
08008 Surf City 
07461 Sussex 

07877 Swortc^^ood 
08085 Swcdcsboro 

07878 Tobor 
07093 Tourus 

(W. Uew York) 
07666 T^oneck 
07522 Temple (Poterson. 
07670 TeiKjfly 
07763 Tenncnt 
07608 Teter^oro 
08086 Thorofire 
08887 Three bridges 
08560 Titusville 
08753 Toms River 
07512 Totowo 

07082 Towoco 
07052 Town Center 

(Oronge) 

07083 Townlcy (Union) 
08249 Townscnds Inlet 
07879 Tronquility 
08600 Trenton 
08650 Tuckohoe 
08087 Tuckerton 
07047 Tyler P^rk 
07083 Urvion 
07735 Union Beoch 
070K7 Union Cit> 
07201 Union Squorc 

(Ehz.) 

07043 Upper Montcloir 
07458 Uppcf Soddic River 
07030 Uptown (Hoboken) 
07018 V. A. Hosp. 

(E. Oronge) 
07106 Voiltburg (Nwk.) 
07470 Volley (Woynel 
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07088 VoMX HotI 

08406 Vcntnor City 

07462 Vernon 
07044 Vcromi 

07880 Vicnno 
08251 VUlos 
08088 Vinccntowx^ 
08350 Vinelond 

07463 Woldwick 
07719 Woll (Belmor) 
07055 Wollington 

07881 Wollpock Centtf 
07465 Wonoque 
08758 Woretown 
07060 Worren 

<Ploinfeld) 

07410 Worrei> Pt. 

(Foir Lown) 

07t82 Woshington 

07102 Woshington Pork 
( Nwk 1 

07030 Woshington St. 

(Hobokcn) 

07060 Wotchung 

07003 Wotscssing 

(Bloomficid) 

07470 Woync 

07087 Wcchowken 

07112 Weequohic (Nwk.) 

08090 Wenonoh 

07103 Wes^ (Nwlc) 

08091 West Berhn 
07701 Wcstbofo 

(Red Bonk) 

07006 West Coldwelt 

07008 West Corteret 

08107 W. Collingswood 

07740 West End 

07666 W. Ehglewood 

07090 WestHeld 

07032 West Hudson 

07764 W. Long Bronch 
07480 West Milford 
O810a Wes^mont 
07093 W, Ntw York 
07052 West Oronge 
07424 West Poterson 
07030 West Side (Hob.) 
07304 W>$t Side (J.C.) 
08628 Wen Trenton 
08093 Westville 

07675 Westwood 

07885 Whortoii 

07981 Whippony 

0^888 Whitchouse 

0K8K9 White Houvc Sto. 

0H252 Whitcsboro 

WJ7SV Whiting 

07765 Wickotunk 
t^2/yJ W.ld«r&:^ 

*• W . ' n ; ; • « • 

08561 WindK>r 



0S09S 

06270 
070v5 
08096 
08097 
07047 
07675 
08034 
08107 

07075 
08098 
08562 
07481 
08620 
08890 



87114 
88310 
871 • 

87105 
88210 
87105 
87401 
87002 
S7004 
88220 
88415 
88101 
88030 
38231 
87401 
87105 
87301 
87020 
88240 
88252 
38001 
88701 
88045 
87544 
87107 

88260 
37020 
88130 
87740 
88201 
87501 
88061 
87801 
87901 

88401 
R«^^2 
880r>l 
87327 



i tl 

14004 



WiiiiJow 
Woodbint 
Woodbridg« 
Woodbury 
Woodbury Hflts. 
WoodcliH 
Woodcliff Lokt 
Woodcrcst 
Woodlynn« 
(Comden) 
Wood Ridgt 
Woodstown 
Wrightitown 
Wyckoff 
Yordvillc 
Zorcphoth 

NEW MEXICO 
Alomedo 
Alomogordo 
Albuquerque 
Armijo 
Artesio 
Atrisco 
Altec 
Belen 
Bernolillo 
Corlsbod 
CloytoD 
Ciovis 
Deming 
Eunice 
Formington 
Five Points 
Gallup 
Gronts 
Hobbs 
Jol 

Los Cruces 

Los Vegos 

Lordsburg 

Los Alomos 

Los Ronchos d» 

Albuquerque 

Lovington 

Milon 

Porto'es 

Roton 

Roswell 

Sonto Fe 

Silver City 

Socorro 

Truth or 

Consequences 

Tucumcofi 

Tutoroso 

Urvtvervity Pork 

Zuni 

NfW YO^/. 
AJden 



14802 

14226 

11701 

12010 

14006 

10502 

12603 

14011 

13021 

14414 

11702 

11510 

13027 

12020 

14020 

13088 

11705 

11709 

12508 

10507 

11710 

11713 

11714 

139 ^ 

H219 

10913 

11715 

11716 

11717 

1C510 

H610 

11718 

14420 

104 * 

10708 

112 • 

11545 

142 • 

13316 

13317 

14424 

13032 

14823 

13617 

11514 

13619 

12414 

14850 

13035 

11516 

11720 

11934 

11721 

11722 

10S14 

14225 

1374^ 

H037 

1^4 ; ; 

M'a: 
10920 



Alfred 

Amherst 

Amityville 

Amsterdom 

Angolo 

Ardsley 

Arlington 

Attico 

Auborn 

Avon 

Bobylon 

Boldwin 

Boldwinsville 

Bollston Spa 

Botovio 

Boyberry 

Boy Shore 

Boyvillc 

Beocon 

Bedford Hills 

Bellmore 

Bellport 

Bethpogc 

Binghomton 

Blosdell 

Blouvcit 

Blue Point 

Bohcmio 

Brentwood 

Briorcliff Monor 

Brighton 

Brightwoters 

Brockport 

Bronx 

Bronxville 

Brooklyn 

BrookviDe 

Buftolo 

Comden 

Conojohorie 

Conondoiguo 

Conostoto 

Conistco 

Conton 

Corl Ploce 

Cnrthoge 

Cotskill 

Coyugo Heights 

CozenoyiO 

Cedorhurst 

Ccntereoch 

Center Moriches 

Centerport 

Ccrvlrol Isllp 

Choppoquo 

ChCLktowogo 

Ch^nonr^o bridge 

Chittvn^ri^io 

Congers 
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13B26 Coop«rsrown 
11726 Copioguf 
12822 Corinth 
14S30 Corning 
12518 Cornwoll 
12520 Cornwoll*On*Tht 

Hudson 
13045 CortlomI 
12051 Coxsockit 
10520 Croton-On-TM- 

HuOson 
12929 Donncmoro 
14437 Donsviile 

11729 Deer Pofk 
13753 Delhi 
12054 Deimor 
14043 Depew 

14047 Derby 
13214 DeWitt 
11743 Dix Hills 

10522 Dobbs Ferry 
1 3329 Dolgeville 

14048 Dunkirk 
14052 Eost Auroro 
10709 Eostchesfer 
11735 Eos! Formingdolf 
12302 Eos! Glenville 
11576 Eos! Hills 

11730 Eost Islip 
11554 Eos! Meodow 

11731 Eost Northport 

11732 Eost Norwich 
11772 Eost Potchogut 
14445 Eost Rochester 
11518 Eost RocLowoy 
13057 Eost Syrocuse 
10604 Eost White Floins 
11596 Eost Wiltiston 
12428 Eltenville 

149 * Elmiro 

14903 Elmiro Heights 

11003 Elmont 

10523 Elmsford 
120S4 Elsmere 
11731 Elwood 
13760 Endicott 
13760 Endwell 
13219 Foirmount 
14450 Foirport 
12601 Foirview 
14733 Folconer 
11735 Formingdote 
11738 Formingville 
13066 Foyettcvtlle 
11001 Floroi Fork 
12828 Fort Edword 

13339 Fort Floin 

13340 Fronkfort 
11010 Fronkliiv Squore 
14063 Frtdonio 
11520 Freeport 
13069 Fulton 

11530 Gorden City 
14606 Gotes 



14454 Gcntsto 
14456 Gcnevo 
11542 Glen Cove 
11545 Glen Heod 
12801 Glens Foils 
11547 Glenwood Londing 
12078 Gloversville 
10924 Goshen 
13642 Gouverneur 
14070 Gowondo 
12832 Gronvillt 
11023 Greot Neck 
14616 Greece 
12183 Green IsJond 

11740 Greentown 
11944 Greenport 
10583 Greenville 
11743 Holesite 
14075 Homburg 
13346 Homilton 
11946 Hompton Boys 
14221 Morris Hill 
10528 Horrison 
10530 Hortsdole 
10706 Hostings- 

On-HudM>n 
11787 Houppougt 

10927 Hoverstrow 

10532 Howthorne 
11550 Hefflpsteud 
13350 Herkimef 

11557 Hewlett 
118 * Hicksville 
12528 Highlond 

10928 Highlond Foils 
10977 Hillcrest 
11040 Hillside Monor 

11741 Holbrook 
13077 Homer 
12090 Hoosick Foils 
14845 Horseheods 
12534 Hudson 
12839 Hudson Foils 
11743 Huntington 
11746 Huntington Stotion 
12538 Hyde Fork 

13357 (lion 
11696 Inwood 
14617 Irondequoit 

10533 irvingion 

11558 islond Fork 
11751 Islip 
14850 ithoeo 
14701 Jomestown 

11753 Jericho 
13790 Johnson City 
12095 Johnstown 
10536 Kotonoh 

14217 Kenmore 

11754 KiAgspork 
11024 Kings Foint 
12401 Kingston 

14218 Lockowonno 
10512 Loke Cormel 



11755 loktGrovf 
13209 tokelond 
12946 Loke Plocid 
11779 Loke Ronkonkomt 
11040 Loke Success 
14750 Lokewood 
14086 LofKoster 

10638 Lorciimofit 
12110 Lothom 

11559 Lowrence 
14482 U Roy 

11756 LeYittown 
14092 Lewiston 
12754 Liberty 

11757 Lindenhurst 
13365 Little Foils 
13088 Liverpool 
11743 Lloyd Horbor 
14094 Lockport 

11560 Locust Volley 

11561 Long Beoch 
12211 Loudonville 
13;>67 Lowville 
11563 Lynbrook 
14489 Lyons 

12203 Mc Kownville 
12953 Motone 

11565 Molverne 
10543 Momoroneck 
11030 Monhos&et 
13104 Monlius 
11050 Munorhoven 

11758 Mossopequo 
11762 Mossopequo Fork 
13662 Mosseno 

11950 Mostic 

11951 Mostic Beoch 
13211 Mottydole 
12118 Mechoniovilie 
14103 Medino 
11746 Melville 

12204 Menonds 

11566 Menick 
10940 Middlctown 
1150! Mincolo 
13407 Mohowk 
10950 Monroe 
10952 Monsey 
12701 Monticello 

10549 Mount Kisco 
14510 Mount Morris 

10550 Mount Vernon 
11030 Munscy Fork 
10954 Nonuet 
11758 Nossou Shores 
13120 Nedrow 
11767 Nesconset 
14513 Nework 
12550 Newburgh 
11590 New Cos&el 
10956 New City 
11040 New Hyde Fork 
12561 New Poltz 

108 • New Rochelle 
12550 New Windsor 
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100 • New York 
13417 New York MiHs 
143 * Niagara Foils 
11701 North Amityviilt 
11703 Nor^h Babylan 
11710 North Bellmort 
11713 Narth Btllport 
14534 Northcost 
Henrietto 
11752 North Greot River 
1 1757 North Lindenhurst 
11758 North Mossapegua 
11560 North Merrick 
11040 North New 
Hyde Pork 
11763 Northport 
13212 North Syrocust 
10591 North Torrytowri 
M120 North Tonowondo 
13615 Norwich 
1 0960 Nyock 
11769 Ookdole 
13669 Ogdcnsburg 
11804 Old Bcthpoge 
H"^60 Olcon 
13421 Oncido 
13820 OiKonto 
10962 Orangeburg 
14127 Orchard Pork 
1C562 Ossimng 
13126 Oswego 

1 3S27 Owego 

1 1771 Oyster Boy 

14870 Pointed Post 

14522 Palmyra 

13057 Park Hill 

1 1772 Potchogue 

10965 Peorl Riv-r 

10566 Peekskill 

1O803 Pelhom Manor 

14562 Penhetd 

14527 Penn Yon 

14530 Perry 

11803 Ploinview 

12901 Plottsburgh 

10S70 Pleosontville 

10573 Port Chester 

1 1777 Port JeHerson 

12771 Port Jervis 

11050 Port Washington 

13676 Potsdam 

126 * Poughkeepsit 

11400 Queen^, 

12143 Roveno 

12144 Re.'YSScloer 
11901 Riverheod 
146 • Rochester 
11570 Rockville Center 
12205 Roessleville 
13440 Rome 

1 1779 Ronkonkomo 
11576 Roslyn 
1 1577 Roslyn Heights 
12303 Rotterdom 
10580 Rye 



1196? Sag Harbor 
11780 Saint Jomtt 
14779 Salamanca 
1 1754 Son Remo 
12983 Soronoc Lokt 
12866 Sorotogo Springs 
12477 Sougerties 

11782 Soyville 
10583 Scorsdole 
123 * Schenectady 
12302 Scotia 
11579 Sea Cliff 

11783 Seotord 

11784 Selden 
13148 Seneco Falls 
13461 Sherrill 

11967 Shirley 
13838 Sidney 
14136 Silver Creek 
13152 Skoneoteles 
14225 Sloan 
10974 Slootsburg 

1 1787 Smithtown 

11968 Southampton 
11746 South Huntington 
14904 Southport 

1 1733 South Setouket 
14559 Spencerport 
10977 Spring Valley 
14141 Springville 
12301 Stanford Heights 
103 * Stoten Island 
11530 Stewart Morvof 
1 1790 Stony Brook 
10980 Stony Point 
10901 Sufferf» 
11791 Syosset 
132 * Syracuse 
10983 Toppon 
10591 Torrytown 
1 1776 Terryville 
11021 Thomoston 

10594 Thornwood 

12883 Ticonderogo 
14150 Tonowondo 
14223 Town Of 

Tonowondo 
12180 Troy 
10707 Tuckohoo 
12986 Tupper lokt 
11553 Uniondole 
135 • Utico 

10595 Vohollo 

10989 VoUey Cottoge 
11580 Volley Streom 
13850 Vestol 

12884 Victory Mills 
12586 Wolden 
13856 Walton 
11793 Wontogh 

12590 Woppingers Foils 
14569 Woriow 

10990 Warwick 
12188 Woterford 
13165 Waterloo 



13601 Wotertown 

12189 Wotervliet 

14891 Wotkins Glen 

14892 Woverly 
14580 Webster 
14895 Wellsville 
11590 Westbury 
13V60 West Corners 
14701 West Ellicott 
13760 West Endicott 
14787 Westflcid 

10993 West Hoyerstrow 
1 1552 West Hempstead 
11743 West Hills 

1 1795 West Ishp 

12203 Westmere 

10994 West Nyock 
10996 West Point 
11796 West Soyville 
14224 West Seneca 
13215 Westvole 
12887 Whitehall 

106 • White Plaint 
13492 Whitesboro 
14221 Williomsville 
11596 Williston Pork 
13850 Willow Point 
11598 Woodmerc 
11798 Wyondonch 

107 " Yonkers 

10598 Yorktown Heights 

13495 Yorkville 

NORTH CAROLINA 

27910 Ahoskie 

28001 Albemarle 

27203 Asheboro 

288 * Asheville 

28513 Ay den 

28516 Beaufort 

28012 Belmont 

28016 Bessemer City 

28303 Bonrvie Ooone 

28607 Boone 

28712 Brevard 

27215 BurlingtOh 

28716 Canton 

2751 1 Cory 

27514 Chapel Hlli 

282 Charlotte 

28021 Cherryvilic 

27520 Clayton 

28328 Clinton 

28025 Concord 

28032 CroTiertan 

28723 Cullowhec 

28034 Dallas 

28036 Dovidson 

28334 Dunn 

277 • Durhom 

28301 Eost Foyetteville 

27288 Eden 

27932 Edervton 

27909 Elizabeth City 

28621 Elkin 
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27320 


Reids* <llc 


27870 


Roonyke Ropids 


28379 


Rockinghom 


27801 


Rocky Mount 


27573 


Roxboro 


28139 


Ruthcrfordton 


28 H4 


Solisbury 


27330 


Sonford 


27874 


Scotlond Neck 


28150 


Shelby 


27344 


Silcr City 


27577 


Smithfield 


28387 


Southern Pincs 
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44512 


Boof dmon 


*o 1 W 




43402 


Bowling Grtcn 


28390 


Sorina Lokt 


44141 


B/eck&ville 


28777 


SDrLi<*A Pin# 

■ lllw 


45231 


Brcn^twood 


28677 


Stot£svill# 


43912 


Bridgeport 


28778 


Swonnonoo 


44141 


Broodview Hcighti 


27866 


Torboro 


44144 


Brooklyn 


27360 


ThomosvilU 


44142 


Brook Pork 


27049 


Toost 


45309 


BrookviMc 


28690 


Voldesc 


44212 


Brunswick 


28170 


Wodesbwrp 


43506 


Bryon 


27587 


Woke Fortst 


44820 


Bucyrus 


28466 


Wolloce 


43907 


Codiz 


27889 


Woshington 


43725 


Combridge 


28786 


Woynesville 


44405 


Compbeil 


28472 


Whitevillc 


44406 


Confield 


27892 


Williomston 


447 • 


Conton 


28401 


Wilmingtoiv 


43316 


Corey 


27893 


Wilson 


44615 


Corrollton 


271 • 


Winston-SoJem 


45822 
45459 


Ceiino 
Centerville 


NORTH DAKOTA 


44022 


Chogrin Foils 


58501 


Bi^morck 


44024 


Chof don 


5^318 


Bottineou 


45211 


Cheviot 


58301 


Devils Loke 


45601 


Chillicothe 


58601 


Dickinson 


452 * 


Cincinnoti 


58102 


Forgo 


43113 


Circlevill'! 


58237 


Grof ton 


441 


Clevelond 


58201 


Grond Forks 


44 118 


Clevclond Heights 


58401 


Jomestown 


43410 


Clyde 


58554 


Mondon 


45638 


Cool Grove 


58701 


Minot 


45828 


Ccid Wotcr 


58368 


Rugby 


44408 


Columbiono 


58078 


South West Forgo 


432 • 


Columbus 


58072 


Volley City 


44030 


Conneout 


58075 


Wohpcton 


45812 


Coshocton 


58801 


Williston 


45238 
44827 


Covedole 
Crestline 




OHIO 


43731 


Crooksvilte 


45S10 


Ado 


44221 


Cuyohogo Foils 


443 * 


Akron 


454 > 


Doyton 


44601 


Allionce 


45236 


Deer Pork 


45236 


Amtcrlcy 


43512 


DefioncL* 


44001 


Amherst 


43015 


Delowore 


44805 


Ashlond 


45238 


Delhi Hilts 


44004 


Ashtobulo 


45833 


Delphos 


45701 


Athens 


44621 


Dennison 


44202 
44515 


Auroro 


45414 


Dixie Heights 


Austintown 


44622 


Dover 


45404 


Avcndole 


45427 


Drcxel 


44012 


Avon Loke 


44112 


£ost Clevelond 


44203 


Borberton 


44094 


Eost Loke 


43713 


Borncsville 


43920 


Eost Uvtrpool 


44140 


Boy Viiloge 


44413 


Eost Polcstint 


44122 


Bcochwood 


45431 


Eost View 


44146 


Bedford 


45320 


Eoton 


44139 


Bedford Heights 


44004 


Edgewood 


43906 


Bctioire 


45216 


Elmwood Place 


43311 


Beltefontoint 


44035 


Elyrto 


44811 


Bellevuc 


45322 


Englcwood 


45714 


Belpre 


44117 


Euclid 


44017 


Bcreo 


45324 


Fairborn 


43209 


Bexley 


45014 


Foirfield 


45107 


Blonchester 


44313 


Foirlown 


45242 


Blue Ash 


44126 


Foirview Pork 
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44077 Foirpwi Horbor 
45840 Findloy 
45224 Fimieytown 
45240 Forest Pork 
45426 Fort McKintey 
458U6 Fort Shownct 
44830 Fostorio 
4500S Fronklin 
43420 Fremont 
43020 Gohonno 
44833 Golion 
45631 Gollipolis 
44125 Gorficld Heights 
44401 Gencvo 
45327 Germontown 
44420 Girord 
45246 GlcndoU 
45213 Golf Monor 
43212 Grondview Heights 
43023 Gronville 
45123 Greenfield 
45218 Greeryhllts 
45331 Greenville 

43123 Grove City 

45011 Homilton 

45030 Horrison 

45053 Heoth 

43526 Hicksville 

44124 Htghlond Heights 

43026 Hilliord 

45133 Hillsboro 

44425 Hubbord 

44839 Huron 

44131 Independence 

45243 Indion Hill 

45638 Ironton 

45640 Jockson 

43031 Johnstown 

44240 Kent 

43326 Kenton 

45429 Kettering 

45432 Knohwood 

44250 Lokemore 

44107 tokewood 

43130 Loncos^er 

44430 Leovittsburg 

45036 Lebonon 

4S801 Umo 

45215 Lincoln Heights 

43228 Lincoln Villoge 

44432 Lisbon 

45215 Locklond 

43138 Locon 

43140 London 

44052 Loroln 

44842 Loudorrvillo 

44641 Louisville 

45140 Lovclond 

44124 Lyndhurst 

44437 McDonold 

44056 Mocedonio 

449 * Monsfield 

44137 Mople Heights 

45227 Moriemont 

45750 Morietto 



43305 Morion 
43935 Mortins Ferry 
43040 Morysville 
45040 Moson 
44646 Mossilon 
44438 Mosury 
43537 Moumeo 
44124 Moyfield Heights 
44256 Medino 
44060 Mentor 
45342 Miomisburg' 
45439 Miomi Shores z 
44017 Middlebucgh 

Heights 
45760 ' Middleport 
45042 Middletown 
45150 Milford 
44654 Millersburg 
44657 Minervo 
43938 Mingo Junction 
45419 Modern Monor 
44260 Mogodore 
45223 Monfort Heights 
45242 Montgomery 
45439 Moroine 
43338 Mount Gilead 
45231 Mount Heolthy 
^3050 Mount Vernon 
44262 Munroe Foils 
43542 Nopoleon 
45764 Nelsonville 
43055 Nework 
45662 New Boston 
44105 Newburgh Heights 
45344 New CorliJe 
43332 Newcomerstown 
43764 New Lexirwton 
45011 New Miomi 
44663 New Philodetphio 
45157 New Richmond 
44444 Newton Foils 
44446 Niles 
45872 North Boltlmore 
45239 Northbrook 
44720 North Conton 
45239 North College Hill 
44067 Northfield 
440/0 North Omsted 
45414 Northridge 
44035 North Ridgeville 
44133 North Royolton 
43616 Northwood 
44203 Norton 
44857 Norwolk 
45212 Norwood 
«»3449 Ook Horbor 
45419 Ookwood 
44074 Obcrlin 
44138 Olms.ed 
44862 Ontcrio 
43616 Oregon 
44667 Orrville 
45875 Ottowo 
43606 Ottowo Hills 
45431 Poge Monor 



44077 Poinesville 
45344 Pork Loyne 
44129 Pormo 
45879 Poulding 
44124 Pepper Pike 
44646 Perry Heights 
43551 Perrysburg 
45356 Piquo 
44514 Polond 
45769 Pomeroy 
44319 Portoge Lokes 
43452 Port Clir>ton 
45662 Portsmouth 
44266 Rovenno 
45215 Reoding 

44710 Reedurbon 

43068 Reynoldsburg 

44124 Richmond Heights 

44270 Rittmon 

44116 Rocky River 

45440 Rolling Hills 

44903 Rosclond 

43460 Rossford 

44067 Sogomore Hills 

45217 Soint Bcrnord 

43950 SoInt Cloirsville 

458^5 Soint Morys 

44460 Solem 

44870 Sondusky 

44313 Sowyerwood 

44679 Sebring 

44131 Seven Hills 

43947 Shodyside 

44120 Shoker Heights 
45241 Shoronrvillc 
44054 Sheffield Lake 
44875 Shelby 

45415 Shiloh 
45365 Sidney 
44221 Silver Loke 
45236 Silverton 
44139 Solon 

44121 South Euclid 
45065 South Lebonon 
45246 Springdole 
455 * Springfield 
43952 Steubenville 
44240 Streetsboro 
44136 Strongsville 
44471 Struthers 
43560 Sylvcnio 
44278 Tollmodge 
44883 Tiffin 

45371 Tipp City 
436 * Toledo 
43964 Toronto 
45067 Trenton 
45426 Trotwood 
45373 Troy 
44087 Twinsburg 
44683 Uhrichsville 
44118 University Heights 
43221 Upper Arli->gton 
43351 Upper Sondusky 
43078 Urbono 

Poge 29 
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45377 Vandaifo 

4$891 Von Wert 

44089 VermilioA 

44281 Wadswarth 

4346S Wolobridft* 

45B95 WapakoiMto 

44481 Warrtn 

44122 Warrcniviitt 

Holfthti 

43160 WaUiingtOK CMirt 

v.OUSC 

43567 WouMon 

45690 Wavcriy 

44090 WcUingtoa • 

45896 WclUton 

43968 Wcltsvillt 

45449 West CarroUo* 

43081 .Wcstcnillt 

43162 West Jcffcnon 

44H5 Wcstlakt 

45383 West Milton 

45662 West Portsinoutli 

44286 West RicMltld 

45694 Wheclcrsburg 

43213 WhitirHoll 

45239 White Oak 

44092 WicklifU 

453H5 Wiburforct 

44890 Willard 

44094 Wiiloughby 

44094 Willowick 

45177 Wilmington 

44288 Windham 

43952 WintcrsvitU 

45245 Withamsville 

45459 Wsadbournt 

45215 Woodlown 

43793 Woodsficia 

44691 Wooster 

43085 Worthington 
45215 Wyoming 

45385 Xenia 

45387 Yellow Springs 

445 " Youngstown 

43701 ZoncsvilU 



73521 
73005 
73401 
74525 
74003 
73008 
74631 
74010 
74012 
74834 
74426 
73018 
74017 
74020 
73601 
74021 
73632 
74025 



OKLAHOMA 

Altus 

Anodoxko 

Ardmort 

Atoka 

Bortlesvilte 

Bethany 

Blockwctl 

B/istow 

Broken Arrow 

Chc^ndler 

Checotah 

Chickasha 

Claremor* 

Cleveland 

Clinton 

Collinsvillt 

Cornell 

Cuthlitf 



73115 

74029 

74030 

73533 

74701 

73034 

73644 

73036 

73701 

73542 

73044 

73942 

73438 

74437 

73651 

74848 

73550 

74035 

74743 

74745 

73750 

73501 

73052 

74501 

73446 

73554 

73055 

74354 

73110 

73060 

74401 

73116 

73069 

74048 

74859 

731 • 

74447 

73075 

74056 

73077 

74360 

74601 

74953 

74361 

73080 

74955 

74063 

74066 

73662 

74868 

74801 

74070 

74074 

73086 

74464 

74873 

73120 

74653 

741 • 

74467 

75572 

73123 

73772 

73096 



Del City 
Otwty 

Drumright 

Duncan 

Durant 

Cdmond 

Elk City 

Et Reno 

Enid 

Frederick 

Guthrie 

Guymaii 

HeaL'ton 

llenryetto 

Habart 

Holdenvillo 

Mollis 

Hominy 

Hugo 

Idobel 

Kingfisher 

Lowton 

tindsoy 

Mc Alestef 

Modill 

Mongum 

Moriow 

Miami 

Midwest City 

Moore 

Musko9oc 

Nichols Hllii 

Norman 

Ncwota 

Okemoh 

Oklahoma City 

Okmulgc« 

Pauls Voltoy 

Powhusko 

Perry 

Picher 

Ponco City 

Potcou 

Pryor 

Purcell 

Soltiscw 

Sand Springi 

So put pa 

Set y re 

Seminol*» 

Showneo 

Skiotook 

Stillwater 

Sulphur 

Tohlequoh 

Tecumseh 

The Vitloffo 

Tofiiiawo 

Tutso 

Wagner 

Walton 

Worr Aaei 

Woton^o 

Weotlitrfortf 



74884 Wewcka 
73801 Woodward 
73099 Yukon 

OREGON 
9VJ21 AJbony 
97005 Aloha 
97S20 Ashland 
97103 Astoria 
97814 Baker 
97266 Bottin 
97005 Beovcrton 
97701 Bend 
97415 Brookings 
V7720 Burns 
97013 Conby 
97225 Cedar Hills 
97:01 Central Point 
97420 Coos Boy 

97423 Coquille 
97330 CorvQllis 

97424 Cottage Grovo 
97338 Dollos 

97266 Errol Heights 

97401 E4igcne 

971 16 Forest Grove 

97301 Four Corners 

97223 Garden Home 

97266 Gilbert 

97027 Gladstone 

97230 Glendovcer 

97526 Grants Pass 

97030 Grcshom 
97303 Hoycsville 
97230 Hozctwood 
97*'3K Hcrmiston 
97123 Hillsboro 

97031 Hood River 
97303 Keizer 
97266 Kelly Butte 
97601 Klamath Falls 
978S0 La Grande 
97034 Lake Oswego 
97630 Lokeview 
97355 Lebanon 
97367 Lincoln City 
97128 McMiivnvllte 
97501 Medford 
97223 Metzger 

97862 Milton-Freewoter 

97222 Milwoukie 

97361 MonmoMth 

97457 Myrtle Creok 

97458 Myrtle Point 
97132 Newbcrg 
97365 Newport 

97459 North Bend 
97268 Oak Grave 
97914 Ontario 
97045 OrcQon City 
97220 Porkrose 
97801 Pendleton 
974 * Portland 
97236 Powellhurst 
97754 Prinevltle 
97225 Raleigh HIUi 
97756 Redmond 
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97^7 
97402 
97230 
97470 
97266 
97051 
97301 
97158 
97381 
97477 
9*383 
97479 
97386 
"97058 
97141 
97391 
97068 
97071 



Rcedsport 

River Rood 

Rockwood 

RoMbur^ 

Russellvillt 

Sotnt Helens 

Solcm 

Sposide 

Sil-crton 

Springfield 

Stoyton 

Sutherlin 

Sweet Home 

The Dolles 

Tillomook 

Toledo 

West Linn 

Woodbum 



PENNSYLVANIA 

19001 Abington 

^9018 Aldon 

15001 Aliquippo 

181 * Allentown 

15101 Allison Pork 

16601 Altoono 

15003 Ambridoe 

17003 Annville 

18403 Archbold 

19003 Ardmore 
15068 Arnold 
17921 Ashlond 
18706 Ashley 
15215 Aspinwoll 
18810 Athens 
15202 Avolon 
18641 Avcco 
1500S Boden 

19004 Bolo-Cynvord 
15234 Botdwin 
18013 Boqor 
15714 Bomesboro 

15009 Bcover 

15010 Beover Foils 
15522 Bedford 
16823 Bellefonte 
y'iyM Bellevue 
15314 Bcntleyville 
18603 Berwick 
19312 Berwyn 
2^6'^0 Rr^hcl Pork 
18019 Bethlehem 
)9508 Birdsboro 
1C717 Rloirsville 
18447 Blokely 
17815 Bloomsburg 
19061 Boothwyn 
19512 Boyertown 
1^014 Brockcnrldge 
K104 Broddock 
lf;701 Brodford 
15277 Brentwood 
IQ'^^^ Briorcliff 
19405 Bridgeport 
15017 Bridgeville 
19007 Bristol 
15824 BrocKwoy 



19015 
15825 
19008 
15236 
15417 
19010 
17009 
16001 
15419 
17011 
15317 
18407 
17013 
^5106 
15234 
18032 
15417 
"7201 
.5022 
19308 
19012 
19013 
15024 
15221 
15025 
16214 
18411 
1^830 
19018 
18218 
19^20 
19023 
17109 
17512 
1<;909 
15425 
19428 
18017 
K108 
19020 
1M07 
16915 
1<;205 
I'JOlO 

16630 
190?0 

19022 
16833 
ii^oo?. 

1P612 
17313 
PP?1 
1Q07^ 
150O1 

i';f;27 

19111 
18519 
li^O^l 
1i>21^ 

1931*; 

1«901 
1*^034 
19026 
15801 
18512 
18641 
15110 



irookhoven 18642 

Brookville 17706 

Broomoll 19050 

Broughton 15035 

Brownsville 19401 

Bryn Mowr 18042 

Burnhom 15112 

Butler 18301 

Coliformo 17402 

Comp Hill 15931 

Cononsburg 15002 

Corbondole 19013 

Corlisle 152'i8 

Cornegie 18704 

Cottle Shonon 15037 

CotosovquQ 17022 

Centcrville 19117 

Chomber^burg 16117 

Chorlcroi 18049 

Chotwood 15834 

Chcltbnhom 15202 

Chester ^7025 

Chcswick 17522 

Churchill 19118 

Cloirton 165 • 

Clorion 19029 

Clorks Summit 15223 

CIcorfield 18643 

Clifton Heights 19030 

Cooldole 1^121 

Cootcsville 19047 

CoMinqdole 15905 

Coloniol Pork 19522 

Columbio 19031 

Conemouqh 19032 

Connellsville ^9033 

Conshohocken 1 6226 

Coploy 15221 

Coroopolis 19034 
Cornwells Heights 18704 

Corrv 18051 

Coudersport 15238 

Crofton 17931 

Crelghton 16323 

Cresson 15141 

Croydon 15042 

Crum Lynne 8224 

Curwensville 18052 

Doll? i<w;4i 

Dollos 15904 

Dollo^town J7325 

Donville 1^931 

Dorbv 19035 
Davidson Heights 15045 

Derry 18617 

Devon 19036 

Dickson City 19116 

Donoro 19038 

Dormont 17601 

Downinqton 17225 

Doylestown 19014 

Drovosburo K601 

Drexel Hill 1<;220 

Du Bois 1^125 

Dunmore 16127 

Dupont 19526 

Duquesne 17602 



Duryeo 
Eost Foxon 
Eost Lonsdownc 
Eovt Mc Kc€sp&:t 
Eost Norriton 
Eoston 

Eost Pittsburgh 

Eost Stroudsburg 

Eost York 

Ebcnsburg 

Economy 

Eddystone 

Edgewood 

Edwordsville 

Elizobeth 

Elizobethtown 

Elkins Pork 

Elwood City 

Emmous 

Emporium 

Emsworth 

Enolo 

Ephroto 

Erdenheim 

Erie 

Esslngton 

Etno 

Exeter 

Foirlcss Hills 

Forrcll 

reostcrvillc 

Ferndole 

Fleetwood 

Flourtown 

Folcroft 

Folson 

Ford CitY 

Forest Hills 

Fort Woshlngton 

Forty Ford 

Fountoin Hill 

Fox Chopel 

Frockville 

Fronklin 

Fronklin Park 

Freedom 

Frcelond 

Fuilerton 

Gollitzin 

Getstown 

Gettysburg 

Girordville 

Glodwyne 

Glossport 

Glen Lyon 

Glenolden 

Glenshow 

Glen^idc 

Grondview Heights 
Greencostle 
Green Ridge 
Green sburg 
Green Tree 
Grceflville 
Grove City 
Homburg 
Homilton Pork 

Poge 31 
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19033 Hovertown 
1K20) Hoxlcton 
18055 Hellertowi> 

17033 Hcrshey 

16148 Hickory Township 

17034 High Spire 
16d4« HoTlidoysburo 

19043 Holmes 
15120 Homcsteod 
18431 Honcsdole 

19044 Horshom 
17036 Hummelstown 
16652 Huntingdon 

19006 Huntingdon Volley 

19606 Hyde Pork 
1S701 Indiono 
V>205 Ingrom 
1S642 Irwin 
15644 Jeonnette 
15025 Jefferson 
19046 Jenkintown 
17740 Jersey Shore 
18434 Jessop 
18229 Jim Thorpe 
15845 Johnsonburg 
15901 Johnstown 
16735 Kone 

19607 Kenhorst 
15136 Kcnmowr 
19348 Kennett Squore 
19'106 King Of Prussio 
18704 Kingston 

16201 Kittonning 
17834 Kulpmont 
19444 Lofoyettc hili 
176 * Loncostftr 
19446 Lonvdole 
19050 Lonsdowne 
182B2 tonsford 
1 5650 Lotrobc 
19605 Lovreldote 
17111 Lownton ^ 
16511 Lowrence Pork 

17042 Lebonor. 
15656 Leechbuv'g 
18702 Uc Pork 
18235 Lehighton 

17043 Lemoyne 
19053 Levittown 
17837 Lewisburg 

17044 Lewi stow n 
15133 Uberty 
15129 Librory 
19061 Linrwood 
17543 Lititx 
17340 Littlestown 
17745 Lock Hoven 
15068 Lower Burrclt 
18709 Luxerne 
17048 Lykens 

16045 Lyndoro . 
19117 Lynnew'd Goroens 
18237 Mc Adoo 
15057 Mc Donold 
17331 Honovef 
171 • Horrisborg 

19040 Hotboro 

19041 Heoverford 



15131 Mc Kcesport 
15136 Mc Kees Rocks 
15237 McKnight 
17344 Mc Sherrystown 
17948 Mohonoy City 
17545 Monheim 
16933 Monsfield 
19061 Morcus Hook 
15461 Mosontown 
16335 MeodviUe 
17055. Mechonicsburg 
19063 Medio 
19012 Melrose Pork 
16137 Mercer 

19066 Merion Stotion 
15552 Meyersdole 
17057 Middtetown 
15059 Midlond 

16505 Milicreck Township 
17061 Miliersburg 

17551 MiliersviUe 

15209 Millvole 
19033 Milmont Pork 
17847 Milton 
17954 Mincrsvitle 

15062 Mon«ssen 

15063 Monongohclo 
15146 Monrocvillc 
17754 Montoursville 
18507 Moosic 

19067 Morrisvillc 
17851 Mount Cormel 

17552 Mount Joy 
15228 Mount Lebanon 

15210 Mount Oliver 
196C6 Mount Penr> 
15666 Mount Pteosont 

17066 Mount Union 
17756 Muncy 
15120 Munhoit 

17067 Myerstown 
18634 Norvticokc 

19072 Norbcrth 

15065 Notrono Heights 
18064 Nozorcth 
18240 Ncsquchoning 

15066 New Brighton 
16101 New Costie 
17070 New Cumberlond 
15466 New Eogic 
17557 New HoIIqikJ 
15068 New Kensington 

19073 Newtown Squore 
19401 Norristown 
18067 Northompton 
15012 North Belle Vernon 
15104 North Broddock 
18032 North Cotosouquo 
16428 North Cost 
17857 Northumberlond 
15035 North Versoillcs 
19454 North Woles 

19074 Norwood 
15139 Ookmont 
17092 Oberlin 
15080 Ohiovilie 



16301 Oil City 
18518 Old Forge 
18447 Glyphont 
"^75 Orelond 
Y 63 Oxford 

^071 Polmcrton 

7028 Polmyro 
19301 Pooli 
19365 Porkesburg 
^5010 Potterson Township 
16668 Potton 
18072 Pen Argyl 
17103 Pen brook 
19047 Penndcl 

15235 Pcnn Hills 
19606 Pennside 
19072 Pcnn Volley 
19151 Penn Wynne 
18944 Perkosie 
15237 Perrysville 
191 * Philodelphio 
16866 Philipsburg 
19460 Phoenixville 
19026 Pilgrim Gorderrs 
15140 Pitcoirn 

152 ♦ Pittsburg 
18640 Pittston 
18705 Ploins 

15236 PIcosont Hills 
17402 Ptcosureville 
15239 Plum 

18651 Plymor*h 

19462 Plymouth Meeting 

16342 Polk 

15946 Portoge 

16743 Port Allegony 

17965 Port Corbon 

15133 Port Vue 

19464 Pottstown 

17901 Pottsvillc 

17109 Progress 

^9076 Prospect Pork 

15767 Punxsutoweny 

18951 Quok»rstown 

15104 Ronkin 

196 * Reoding 

17356 Red Lion 

17764 Renovo 

15212 Reserve Township 

15851 Reynoldsville 

15853 Ridgwoy 

19078 Ridlpy Pork 

16673 Roonpg Spring 

15074 Rochester 

15066 Rochester Township 

16323 Rocky Grove 

19010 Roscmont 

19001 Rosiyn 

19468 Royersford ^ 

17111 Rutherford Heights 

17970 Soint Cloir 

15857 Soint Morys 

18840 Soyre 

1*7972 Schuylkill Hoven 

15683 Scottdole 
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15243 Scott Township 
185 * Scronton 
19018 Secone 
17870 Sclinsnrove 
1S143 Sewickley 
17872 Shomokin 
16146 Shoron 
19079 Shoron Hit! 
15215 Shorpsburg 

16150 Shurpsville 
17976 Shcnondooh 

19607 ShilUngton 

17257 Shippcnsburg 

18080 Slotington 

16057 Slippery Rock 

15501 Somerset 

18964 Soudertcn 

18966 Southompton 

15601 South Greensburg 

15904 Southmont 

15401 South Uniontown 

17701 South Williomsport 

15775 Spongier 

19475 Spring City 

15144 Springdole 

19064 Springfield 

17403 Spring Gorden 
Township 

16801 Stote College 

17113 Steelton 

19444 Stowc 

19067 StroHord 

1836C StTOudsburg 

18250 Summit Hill 
17801 Sunbury 
19081 Sworthmore 
15218 Swissvole 
18704 Swoycfville 
18252 Tomoquo 

15084 Torcntum 
18517 Toylor 
18969 Telford 
18512 Throop 
16354 Titusville 
18848 Towondo 

15085 Trofford 
17881 Treirortoi? 
19401 Troooer 
15145 Turtle Creek 
16636 Tytone 
16438 Union City 
15401 Uniontown 
19082 Upper Dorby 
15690 Vondergritt 
15147 Verono 

19085 Villonovo 

19086 Wollingford 
18974 Worminster 
18976 WorringtOR 
15301 Woshington 

19087 Woyne 
17268 Woyitesboro 
15370 Woynesburg 
18255 Weothcrly 
16901 Wellsboro 



16501 Wcstcyville 
19007 West Bristol 
19018 Wesf brook Pork 
19380 West Chester 
15122 West Mifflin 
17038 Wes;mont 
15C«9 West Newtort 
19401 West Norriton 
18643 West Pittston 
19602 West Reoding 
15229 West View 

15905 Westwood 

19608 West Wyomissing 

!74C4 West York 

15210 Whiteholl 

15131 White Ook 

187 • Wilkes-Borre 

15221 Wilkinsburg 

15145 Wilkins Township 

17701 Williomsport 

19090 Willow Grove 

15148 Wilmerding 

18042 Wilson 

15963 Windber 

19094 Woodlyn 

19095 Wyncote 
19118 Wv^vdmoor 

19096 Wynnewood 
1R644 Wyoming 
19610 Wyomissing 
19050 Yeodon 
174 • York 
15697 Youngwood 
16063 Zelienople 

AHOOl ISUND 

02816 Anthony 

02806 Borrlngton 

02809 Bristol 

02863 Centrol Foils 
02816 Coventry 
02910 Cronston 

02864 Cumberlond 
02J^18 Eost Greenwich 
02914 Eost Providence 
02917 Esmond 

02828 Greenville 

02835 Jomestown 

02919 Johnston 

02881 Kingston 

02865 Unccin 
02838 Monvillc 
02840 Middletown 
02840 Newport 

02852 North Kingstown 

02911 North Providence 

02859 Poscoog 

02860 Powtucicet 
02871 Portsmouth 
029 • Providence 
02816 Quidnick 

02878 Tiverton 

02879 Wokefield 

02885 Worren 

02886 Worwick 



02890 West Borrlngton 

02891 Westerly 
02893 West Worwlck 
02895 Woonsocket 

SOUTH CAROLINA 

29620 Abbeville 
29803 Aiken 
29810 Alkndole 

29621 Anderson 
29510 Andrews 
29003 Bombcrg 
298)2 Bornwell 
29006 Botesburg 
29902 Beoufort 
29627 Belron 
29512 Bennctt^ille 
29010 BlshopvilU 
29020 Comden 
29209 Copitol View 
29033 Coycc 

29209 Cedor Tenoce 
29401 Chorleston , 
29405 Chorleston Heignts 
29520 Chorow 
29706 Chester 
29325 Clinton 
29710 Clover 
292 • Columbio 
29^26 Conwoy 
29532 Dorlington 
29042 Denmork 
29536 Dillon 
29601 Duneon 
29407 DuFont 
29640 r,osley 
29340 Eost Goffney 
29824 Edgefield 
29501 Florence 
29206 Forest Acres 
29715 Fort Mill 
29340 Goffncy 
29440 Georgetown 
2^829 Groniteville 
29055 Greot Foils 
29203 Greenview 
29601 Greenrville 
29626 Greenwood 
29651 Greer 
29410 Honohon 
29550 Hortsv'llc 
29654 Honeo Potn 
29611 Judson 
29556 Kingstree 
29560 Loke City 
29720 Loncoster Mills 
29902 Lourel Boy 
29360 lourens 
29657 Uberty 
29102 Manning 
29571 Morion 
29662 Mouldin 
29464 Mount Pleosont 
29574 Mullins 
29577 Myrtle Beoch 
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29)08 Newberry 

29841 North Augusto 

29406 North Charleston 
29115 Orangeburg 
29609 Pork Plac* 

29407 Riverlond Terrace 
29730 Rock HiH 

29407 Soint Andrews 

29609 Sons $ouci 

29678 Scneco 

29150 Shonnontown 

29301 Sporfonburg 

29483 Summervilte 

29379 Union 

29691 Wothollo 
29488 Wolterboro 

29692 Wore Shools 
29169 West Cotumbio 
29178 Whitmire 
29697 Witliomston 
29853 Witiiston 
29180 Wimisboro 
29388 Woodruff 
29745 York 

SOUTH DAKOTA 

57401 Aberdeen 

57717 Bc)e Fourche 

57006 Brookings 

57325 Chombcrloin 

57738 Deodwood 

57532 Forf Pierre 

57747 Hot Springs 

57350 Huron 

57754 Leod 

5*^042 Modison 

57252 Milbonk 

57301 Mitchell 

57601 Mobridgc 

57501 Pierre 

57701 Ropid City 

57469 Redficid 

571 « Sioux Foils 

57262 Sisseton 

57783 Speorfish 

57785 Stourgis 

57609 Vermillion 

57201 Wotertown 

57580 Winner 

57078 Yonkton 

TENNESSEE 

r7701 AJcoo 

37303 Atttens 

37205 Betle Meode 

38314 Bemis 

38008 Bolivar 

37218 Bordeoux 

37620 Bristol 

38012 Browrsvllle 

38320 Comdeif 

374 * Chottonoogo 

37642 Church Hilt 
37040 Clorksvitlo 
37311 Clevetond 
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37716 Cliaton 

38402 Cotumbio 

38502 Cookeville 

38019 Covinnton 

38555 Crosville 

37321 Doyton 

37055 Dickson 

37214 Donelson 
38024 Dyersburg 
37412 Eost Ridge 
37643 Elizobcthton 
37650 Erwin 
37331 Etowoh 
37334 FoycttevMIe 

37215 Forest Hills 
37064 Fronklin 
37066 Goltotin 
37072 Goodlettsvitte 
37743 Grecrwille 
37748 Horrimon 
38340 Henderson 
37076 Hermitogc Hills 
37343 Hixson 

38462 Hohcnwold 

38343 Humboldt 

38344 Huntingdon 

37216 tnglewood 
38301 Jockson 
37760 Jefferson City 
37601 Johnson City 
37660 Kingsport 
37763 Kingston 

379 • Knoxville 

37766 Lo Follette 

38464 Lowrenceburg 

37087 Lebanon 

37771 Lenoir City 

37091 Lewi&burg 

38351 Lexington 

38570 Livingston 

37774 Loudon 

37665 Lynn Gorden 

38201 McKenzie 

37110 McMinnvilte 

37115 Modison 

37355 MorKhester 

37216 Moplewood 

38237 Mortin 

37801 Maryville 

381 * Memohis 

38053 Millington 

37814 Morristown 

38474 Mount Pleasant 

37130 Murfreesboro 

372 * Noshville 

37821 Newport 

37040 New Providence 

37220 Ook Hilt 

37830 Ook Ridge 

37840 Oliver Springs 

38242 Pofis 

37211 Providence 

38478 ^uloski 
38128 Roleigh 

37415 Red Bonk 



38063 Ripley 

37854 Rockwood 

37857 RogersvUle 

38372 Sovonnoh 

37862 Seviorville 

37160 Shelbyville 

37377 Signol Mountoin 

37168 Smyrno 

42041 Softh Fulton 

37380 South Pittsburg 

38583 Sporto 

37172 Springfie'd 

37874 Sweetwofer 

38382 Trenton 

3f7388 Tullohomo 

38261 Union City 

37185 Woverty 

38109 West Junction 

37205 West Meode 

38116 Whitehoven 

37398 Winchester 

TEXAS 

796 • Abilene 

77018 Acre Homes 

78516 Alomo 

78209 Alomo Heights 

77039 Aldine 

78332 Alice 

79830 Alpine 

7751 1 Atvin 

791 • Amorillo 

79714 Andrews 

77515 Angleton 

79501 Amon 

78336 Aransos Poss 

76010 Arlington 

757^1 Athens 

75551 Atlontn 

787 • Austin 

76020 Alio 

75149 Botch Sprinos 

78201 Bolcones Heights 

76821 Bollinger 

78602 Bostrop 

77414 Boy City 

77520 Boytown 

777 * Beoumont 

76201 Bedford 

78102 Beevitle 

77401 Bettoire 

76705 Betlmeod 

76513 Betton 

76126 Benbrook 

76932 Big Loke 

79720 Big Spring 

78343 Bishop 

75418 Bor)hom 

79006 Botger 

76230 Bowie 

76825 Brody 

76024 Breckenridge 

77833 Brenham 

77611 Bridge City 

75026 Bridgeport 



208 



79316 
78520 
76801 
77801 
76354 
76520 
79015 
78834 
75006 
75633 
78213 
75935 
77530 
79201 
76437 
75426 
77058 
76031 
77327 
77015 
77531 
75211 
76834 
77840 
79512 
78934 
76442 
7S428 
77301 
76512 
784 • 
75110 
78014 
79731 
75835 
78839 
779S4 
75638 
79022 
752 • 
77535 
76234 
77536 
78840 
75020 
76201 
79323 
75115 
78016 
75941 
77539 
79027 
78537 
79027 
75116 
77434 
78852 
76448 
78538 
78539 
77957 
77437 
76360 
78621 
799 • 



Brownfield 

Brown wood 
Bryon 

Bufkburnctt 
Comcron 
Conyon 

Corrixo Sprinfls 
CofToilton 
Corthoge 
Costte Hill 
Center 
Chonnelview 
Childress 
Cisco 

Clorksville 
Cleor toke City 
Cleburne 
Clevelond 
ClovHieof 
Clute 

Cockrell Hilt 
ColemofV 
College Stotion 
Colorodo City 
Columbus 
Comonche 
Commerce 
Conroe 

Coppofc's Cove 
Corpus Christie 
Corsicono 
Cotulo 
Crone 
Crockett 
Crystol City 

Doingerfield 
Dolhort 
Do II OS 
Doyton 
Decotur 
Deer Pork 
Del Rio 
D^sntson 
Dentoft 
Denver City 
De Soto 
De Vine 
Diboll 
Dickinson 
Dimmitt 
Dofmo 
Dumos 
DunconviUe 
Eogle ''-oke 
Eogie Poss 
Eostlond 
Edcouch 
Edinburg 
Edno 

El Compo 

ElKtTO 

Eloin 
li Poso 



78543 

7Jjn9 
7<$039 
79838 
78355 
75234 
79235 
76119 
79735 
761 • 
78624 
77541 
78357 
76240 
77547 
77550 
75040 
76528 
78626 
78942 
75644 
75647 
78629 
76046 
75050 
75401 
77619 
77964 
76117 
76531 
79520 
78550 
79521 
77859 
78361 
75652 
76365 
79045 
75205 
77562 
76645 
77563 
78861 
770 • 
77340 
76053 
78362 
76367 
75060 
77C29 
76056 
75766 
75951 
75657 
75142 
78119 
79745 
78028 
75662 
76544 
78363 
75145 
78559 
78945 
77566 



Ennis 
Eiiless 
fobcns 
Foiiurrios 
Former's Bronch 
Floydodo 
Forest Hill 
Fort Stockton 
fort Worth 
Fredericksburg . 
Frecport 
Freer 

Goincsville 
Goleno Pork 
Golycston 
Gorlond 
Gotesville 
Georgetown 
Giddings 
Gilmer 
Qodewoter 
Gonzoles 
Grohom 
Grond Prome 
Greenville 
Gfoves 
Hollctts'/ille 
Holtom City 
Homtlton 
Homlin 
Horlinqen 
Hoskcll 
Heorne 
Hcbronvitle 
Henderson 
Hefirietto 
Heieford 
Htghlond Pork 
Kighlonds 
Hillsboro 
Hitchcock 
Hondo 
Houston 
Huntsville 
Hurst 
Ingleside 
lowo Pork 
Irving 

Jocinto City 
Jocksboro 
Jocksonvjile 

Josper 
Jefferson 
Koufmon 
Kenedy 
Kcrmi 
Kcrrvillc 
Kilgore 
Kilteen 
Kingsville 
Kleberg 
LoFerio 
Lo Gronge 
Loke iockson 



77640 
76135 
77568 
79331 
76550 
75146 
77571 
78040 
79336 
75067 
77575 
79339 
77351 
78644 
75601 
794 
75901 
78648 
78501 
79752 
76657 
75069 
79843 
76661 
75670 
78368 
79245 
7W70 
75149 
76667 
79701 
75773 
76067 
78572 
79756 
79346 
75455 
79347 
75961 
77868 
77627 
78130 
76255 
77018 
76118 
79760 
76374 
77630 
76943 
77465 
7S801 
79065 
75460 
77501 
77640 
78061 
797/2 
79070 
7R577 
79071 
75686 
79072 
75074 
78064 
77640 



lokfview 

Loke Worth Yillogt 
U Morque 
Lomeso 
Lomposos 
Loncostcr 
to Portt 
Loredo 
bevellond 
Lewisville 
Liberty 
Littlc?ield 
Livingston 
Lockhort 
Longview 
Lubbock 
Lufkin 
Luling 
McAllen 
McComey 
McGregor 
McKinncy 
Morfo 
Morlin 
Morsholl 
Mothis 
Memph4S 
Mofccdcs 
Mcsquite 
Mexio 
Midlond 
Mineolo 
Mineroi Wells 
Mission 
Monohons 
Morton 

Mount Pleosont 
Mulcshoe 
Nocogdochcs 
Novosoto 
Ncdcrlond 
)4ew Brountcis 
Nocono 
Horth Huston 
Ho. Richlond Hills 
Odesso 
OIney 
Oronge 
Ozono 
Poloctos 
Polestinc 
pompo 
Poris 
posodcno 
Peor Ridoc 
Peorsoll 
Pecos 
Perry ton 
Phorr 
Phillips 
Pittsburg 
Ploinview 
Plono 
plcosonton 
Port Arthur 
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/8!>'/8 Port isobL) 

78374 Portlond 
77979 Port Lovoco 
77651 PortNcchcs 
79356 Post 
78065 Potcet 
77445 Prone View 

78375 Premont 
79252 Ouonoh 
76470 Rongcr 
78580 Roymondville 
78377 Refugio 
75080 Richordson 
76118 Richlond Hills 
77469 Richmond 
78582 Rio Gronde City 
76114 River Ooks . 
78380 Robstown 
76567 Rockdole 
78382 Rockport 
77471 Roscrrberg 
75785 Rusk 

76901 Son Angcio 

782 * Son Antonio 

78586 Son Benito 

78384 Son Diego 

78589 Son Juon 

78666 Son Morcos 

783S0 Son Pedro 

76114 Sonsom Pk. ViUoge 

75159 Scogoville 
78155 Seguin 
79360 Seminole 
76380 Seymour 
79079 Shomrock 
75090 Shermon 
77656 Silsbuc 
78387 Sinton 
79364 Sloton 
78957 SmithviUe 
79549 Snydar 
77587 South Huston 
79081 Spcormon 
77024 Spring Volley 
79553 Stomford 
76401 Stcphenviile 
79083 Stinnett 
77478 Sugor Lond 
75482 Sulphur Springs 
77430 Sweeny 

79556 Swcctwoter 

78390 Toft 

79373 Tohoko 

76574 Toylor 

75860 Teogue 

76501 Temple 

75160 Terrell 
78209 Terrell Hills 
75501 Texorkorw 
77590 Texos City 
79088 Tulio 
75701 Tyler 

78148 Universol City 

75205 University Pork 

78801 Uvolde 



76384 


Vernon 


84070 


Union 


77901 


Victorio 


84010 


Vol Verdo 


77662 


Vtdor 


84078 


Vernol 


767 • 


Woco 


84401 


Woshington Terro 


75165 


Woxohochie 


84084 


West Jordon 


76086 


Weotherford 


84070 


White City 


79095 


Wellington 




78596 


Wesloco 




VERMONT 


77486 


West Columbio 


05641 


borre 


77630 


West Oronge 


05101 


Bellows ^olls 


77075 


W. University Place 


05201 


Benningiun 


76114 


Westworth Villoge 


05301 


Bottlcboro 


77488 


Whorton 


05401 


Burlington 


76108 


White Settlement 


05452 


Essex Junction 


76301 


Wichito Foils 


05753 


Middlebury 


79567 


Winters 


05601 


Montpelier 

Newport 

Rutlond 


77995 


Yookum 


05855 
05701 


84003 


UTAH 


05478 


Soint Albons 


Americon FcKk 


05819 


Soint Johnsbury 


84010 


Bountiful 


05401 


South Burlington 


84302 


Brighom City 


05156 


Springfield 


84720 


Cedor City 


05676 


Woterbury 


84014 


Centerville 


05001 


White River 


84015 


Clearfield 




Junction 


84120 


Cottonwood 


05089 


Windsor 


84020 


Dropcr 


05404 


Winooski 


84109 


Eost Miilcree 






84119 


Grorvgcr 




VIRGINIA 


84106*15 Gfonite Pork 


24210 


Abingdon 


84526 


Heber City 


223 • 


Alexondrio 


84117 


Holtodoy 


24517 


Altovisto 


84120 


Hunter 


22003 


Aiinondole 


84037 


Koysvillc 


222 * 


Arlington 


84118 


Keorns 


23005 


Ashlond 


84041 


Loyton 


22041 


Boiley's Crossroo 


84043 


Lehi 


24055 


Bossett 


84321 


Logon 


24523 


Bedford 


84044 


Mogno 


22307 


Belle View 


84047 


Midvolc 


23602 


Bethel Monor 


84532 


Moob 


23229 


Beverly Hills 


84107 


Murroy 


24219 


Big Stone Gop 


84648 


Nephi 


21060 


Blocksburg 


84404 


North Ogden 


23824 


Blockstone 


844 • 


Ogdcn 


24605 


Bluefield 


84057 


Orem 


23235 


Bon Air 


84651 


Poy&on 


24201 


Bristol 


84062 


Pleosont Grove 


22042 


Broyhill Pork 


84501 


Price 


24416 


Bueno Visto 


84601 


Provo 


22901 


Chorlottesville 


84119 


Redwood 


X37/4 


Chose dry 


84701 


Richfield 




Chcsopeoke 


84069 


Roy 




Chester 


84770 


Soint George 


24073 


Christiansbu ro 


841 • 


Solt toke City 


24422 


Clifton Forge 


84070 


Sondy 


24078 


Colltnsville 


84335 


Smithfield 


23834 


Coloniol Heights 


84401 


South Ofiden 


24426 


Covington 


84115 


South Solt Loke 


22041 


Culmore 


84660 


Sponish Fork 


22191 


Dole City 


64663 


Springvilte 


24541 


Donvillc 


84015 


Sunrsct 


23222 


Eost Highlond Por 


84118 


ToylorsviMe 


23847 


Emporio 


84074 


Tooele 


23803 


Ettrick 
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22030 Foirfox 

22046 Foils Church 

23901 Formville 

238S1 Fronklin 

22401 Fredericksburg 

22630 Front Royol 

24333 Golox 

23223 Glcnwood Forms 

22306 Grovcton 

23369 Hompton 

22801 Horrisonburg 

2307S Hiqhlond Springs 

24019 Mollins 

23860 Hopewell 

223^6 Hyblo Volley 

22042 Jefferson Villoge 
22151 Kings Pork 
22044 Loke Borcroft 
23228 Lokeside 

2207S Leesburg 

244 S0 Lexington 

22P35 Luroy 

24^^ Lynchburg 

24'^72 Modison Heights 

221 10 Morvossos 

243S4 Morion 

74112 Mortinsville 

23226 Monument Heights 

24124 Nonows 

236 • Newport News 
235 • Norfolk^ . 
22151 Nortfi Springfield 
24273 Norton 

22960 Oronge 

23803 Petersburg 

22043 Pimmit Hills 
23362 Poquoson 

237 • Portsmouth 
24301 Puloski 
24141 Rodford 
22151 Rovenswofth 
22070 Reston 
24641 Rtchlonds 
232 • Richmond 
2401 1 Roonoke 
24153 Solcm 
24370 Soltville 
23150 Sondston 
2323S Southompton 
24592 South Boston 
23970 South Hill 
22150 Springfield 
24401 Stounton 
23434 Suffolk 
24018 Sugar Loof 
246S1 Tozewell 
22172 Triongle 
22180 Vienno 
24179 Vinton 

23451 Virginic Beoch 

22186 Worrenton 

22980 Woynesboro 

22308 Woyncwood 



23229 


Westhom 


22150 


West Springfield 


23185 


Williomsburg 


22601 


Winchester 


22191 


Woodbridge 


WASHINGTON 


98520 


Aberdeen 


98036 


Alderwood Monor 


98221 


Anocortes 


98002 


Auburn 


98004 


Bellevue 


98225 


Beiiinghom 


98011 


Bothcll 


98310 


Bremerton 


98178 


Bryn Mowr 


98321 


Buckley 


9S166 


Burien 


98233 


Burlington 


98607 


Comos 


98531 


Cenfroiio 


98532 


Cheholis 


99004 


Cheney 


99403 


Clorkston 


98004 


Clyd Hill 


99111 


Colfox 


99324 


College Ploce 


99114 


Colville 


99218 


Country Homes 


99328 


Dayton 


98188 


Des Moines 


99213 


Dishmon 


98004 


Eostgote 


98020 


Edmonds 


98926 


EUen^burg 


98022 


Enumciow 


98823 


Ephroto 


98201 


Everett 


98903 


Foirview 


98002 


Federo! Woy 


98466 


Fircrest 


98902 


Fruitvole 


98930 


Grondview 


9R660 


Hozel Dell 


98550 


Hoquiom 




nou^nion 


98011 


Inqlewood 


98^26 


Kelso 


9802H 


Ken more 


993.^6 


Kennewick 


98031 


Kent 


98033 


Kirklond 


98501 


Locey 


98004 


Uke Hills 


98499 


Lokewood Center 


98632 


Longvlew 


9f)264 


Lynden 


98036 


Lynn wood 


98270 


Morysville 


98039 


Medino 


98040 


Mercer Islond 


98837 


Moses Loke 


98043 


Mountloke 




Terroce 



98273 


Mount Vernon 


98313 


Novy Yord City 


98188 


Noriviondy Pork 


98155 


North Pork 


98277 


Ook Horbor 


98501 


Olympio 


98841 


Omok 


99214 


Opportunity 


88344 


Othello 


98444 


Porklond 


99301 


Posco 


98362 


Port Angeles 


98366 


Port Orchord 


9836^ 


Fort Townscnd 


99350 


Prosser 


99163 


P'jtlmon 


98371 


puyollup 


98848 


Quincy 


98577 


Roymond 


98052 


Redmond 


98055 


Renton 


99352 


Richlond 


98160 


Richmond Beach 


98133 


Richmond Highlondi 


98155 


Ridgecrest 


98188 


Riverton Heights 


98033 


Rose Hill 


981 • 


Seottle 


98284 


Scdro Woolley 


98942 


Seloh 


98584 


Sheiton 


98178 


Skywoy 


98290 


Snohomish 


98903 


South Broodwoy 


98387 


Sponowoy 


992 • 


Spokone 


98390 


Sumner 


98944 


Sunnyside 


984 • 


Tocomo 


9894S 


Toppenish 




Tumwoter 


98406 


University Ploce 


98660 


Voncouver 


99037 


Verodole 


99362 


Wollo Wollo 


98951 


Wopato 


98801 


Wenotchee 


98166 


White Center 


98901 


Yokimo 


WEST VIRGINIA 


25801 


Beckley 


2501S 


Belle 


26031 


Benrwood 


24701 


Bluefield 


26330 


Bridqeport 


26201 


Buckhonnon 


253 • 


Chorleston 


25414 


Chorles Town 


25315 


Chesopeoke 


26034 


Chester 


26301 


Clorksburg 


25827 


Crob Crchord 


25143 


Cross Lones 




Poge 37 



211 



25064 Dunbor 

26241 Eikins 

26554 Foirmont 

26037 Follonsbee 

26354 Grofton 

259M Hinton 

257 Huntington 

25530 Kenovo 

26726 Kcyscr 

26537 Kingwood 

25601 Logon 

26043 McMcchcn 

26582 Monnington 

25315 Mormct 

25401 Mortinsburg 

25136 Montgomery' 

26505 Morgontown 

26041 Moundsvilte 

25637 Mount Goy 

25882 Mullens 

26115 New Mortinsville 

25143 Nitre 

25901 Ook Hili 

26159 Podcn City 

26)01 Porkcrsburg 

25550 Point Pleosont 

24740 Princeton 

26164 Roverswood 

26261 Richwood 

7^271 Ripley 

25177 Soint Albons 

26431 Shinnston 

25303 South Chorleston 

2S276 Spencer 

25926 Sprogue 

25312 Tyler Heights 

26101 Vienno 

26062 Weirton 

24801 Welch 

26070 Welisburg 

26452 Weston 

26505 Westover 

26003 Wheeling 

24986 White Sulphur 
Springs 

25661 Williomson 

26187 Wlliiomstown 

WISCONSIN 

54911 Appleton 

54806 Ashlond 

54301 Ashwoubenon 

53913 Boroboo 

53217 Boysidc 

53916 Beover Dom 

53511 Beloit 

54923 Berlin 

54615 Block River Foils 

54724 Bloomer 

53805 Boscobel 

53005 Brookfield 

53209 Brown Deer 

53105 Burlington 

53012 Cedorburg 

5^014 Chilton 

Poge 38 



54729 Chippewo Fells 
53925 Columbus 
53110 Cudohy 
53115 DeSovin 
54115 Dc Pere 

53533 Dodgeville 
54701 Eou Ctoire 

53534 Edgerton 

53121 Elkhorn 

53122 Eim Grove 
53536 Evonsviile 
54935 Fond Du Loc 
53538 Fort Atkinson 
53132 Frorvklin 
53022 Germontown 
53209 Glendole 
53024 Grofton 

543 * Green Boy 

53129 Greendole 
53220 Greenfield 

53130 Hole's Corner 
53027 Hortford 
54301 Howord 
54016 Hudson 
54534 Hurley 
53545 Jonesville 
53549 Jefferson 
54130 Konkouno 
53140 Kenosho 
54216 Kewounee 
54136 Kimberly 
54601 Lo Crosse 
54848 Lodysmith 
53147 Loke Gcnevo 
53551 Loke Mills 
53813 Lon<oster 
54140 Little Chute 
537 * Modison 
54220 Monitowoc 
54143 Morinette 
54449 Morshfield 
54952 Menosho 

5305) Menonionee Foils 
54751 Menomonie 
53092 Mequon 
54452 Merrill 
53562 Middleton 
532 * Milwoukee 
53566 Monroe 

53150 Muskego 
54956 Neenoh 
54456 Neillsville 

53151 New Berlin 
54961 New London 
54017 New Richmond 
53154 Ook Creek 
53066 Oconomowoc 
54153 Oconto 
546^0 Onotosko 
53818 Plottevllle 

53073 Plymouth 
53901 Portoge 

53074 Port Woshington 
53821 Proirie Du Chicn 
534 * Rocine 



53959 Reedsburg 

54501 Rhinetonder 

54868 Rice Loke 

53581 Richlor.d Center 

54971 Ripon 

54022 River Foils 

53207 Saint Froncis 

54476 Schofield 

54166 Showono 

53081 Sheboygon 

53085 Sheboygon Foils 

53211 Shorewood 

53172 South Milwouket 

54656 Sporto 

53590 Sun- Proine 

54880 Superior 

54660 Tomoh 

54487 Tomohowk 

54241 Two Rivers 

53094 Wotertown 
53186 Woukcsho 
54981 Woupoco 
53963 Woupun 
54401 Wousou 

53213 Wouwotoso 

53214 West Ailis 

53095 West Bend 
53217 Whitefish Boy 
53190 Whitewoter 
54494 Wisconsin Ropids 

WYOMING 

82834 Buffolo 

82601 Cospcr 

82001 Cheyenne 

82414 Cody 

82633 Douglos 

82930 Evonston 

82716 Gillette 

82935 Green River 

825ZQ Londer 

82070 Loromic 

82701 Newcostle 

82435 Powell 

82301 Rowlins 

82501 Riverion 

82901 Rock Springs 

82801 Sheridon 
82443 Thermopolis 
82240 Torringtor* 

8240) Worlond 
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TASK //I 2 
ATTACHMENT 

STEPS AND TECHNICAL KNOWLEDGE 
1 . Gather 5 outgoing letters. 

2. Check to see that letters have been signed. 

3. Check to see that enclosures have been attached 
when specified in letters. 

4. Select corresponding envelopes. 

5. Check envelopes for correct destination; name, address, tvo 
letter state abbreviations, ZIP codes. 

6. Designate desired postal delivery service on envelope (airmail, 
special delivery, registered mail, etc.) 

7. Fold and stuff letters and enclosures into envelopes, then seal. 

8. Weigh each letter on scale according to type of delivery service 
and destination to determine amount of postage required (use rate 
chart ) . 

9. Set postage meter to correct amount of postage.-and stamp the 
envelopes . 

10. Gather next 4 pieces of mail (newsletter, magazine, brochure, 
report ) . 

11. Select appropriate size envelope for each. 

12. Check to see that mailing label has been properly addressed; name, 
address , ZIP code . 

13. Place material in envelope; material should lay flat-do not fold; 
then se al . 

14. Affix mailing label. 

15. See Srep 9: Weigh each package on sca''^... 

16. See Step 10: Set postage meter to... 

17. Take remaining piece of mail-book. 

18. Check to see that mailing label has been properly addressed; name, 
address, ZIP code. 

19. Place book in mail bag, then seal. 

20. Affix mailing label. 

21. Weigh book on scale according to type of delivery service and 
destination to determine amount of postage (use rate chart). 
Set postage meter to correct amount and stamp the package. 
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TASK #1 



WRITTEN test: J.R.ESL 
EVALUATION 

COMMUNICATIVE TASK: Verifying information. 

DIRECTIONS: Check the Zip Code Map on the following page to 
see if the addresses and ZIP codes below 
correspond to each other. If the addresses and 
ZIP codes belong together, write "true" in the 
blank. If they don't belong together, write "false" 

1. The ZIP code for West 90th Street is 10025. 

2. The ZIP code for East 49th Street is 10017. 



3. One-zero-zero-one-zero is the ZIP code for 
all of West 25th Street. 

4. One-zero-zero-two-eight is the ZIP. code'^for 
East Eightieth Street. 

5. The ZIP code for East 92nd Street is 10128. 

6. One-zero-zero-three-three is the ZIP code 

for all the streets between West 174th Street 
and West 187th Street. 

7. One-zero-zero-two-four is the ZIP code for 
West One hundred Street. 

8. The ZIP code for West 43rd Street is 10038. 

9. The ZIP code for East 38th Street is 10018. 

10. The ZIP code for Fourteenth Street/ east of 
First Avenue is one-zero-zero-zero-nine. 



Name ^ D^te 
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TASK #1 2 



WRITTEN TEST: J.R.ESL 
EVALUATION 

C0!4MUNICATIVE TASK: Verifying information. 

DIRECTIONS: Check the Zip Code Map on the following page to 
see if the addresses and ZIP codes below 
correspond to each other. If the addresses and 
ZIP codes belong together, write "true" in the 
blank. If they don't belong together, write "false" 



1. The ZIP code for West 90th Street is 10025. 

2. The ZIP code for East 49th Street is 10017. 

3. One-zero-zero-one-zero is the ZIP code for 
all of West 25th Street. 

4. One-zero-zero-two-eight is the ZIP- code for 
East Eightieth Street. 

5. The ZIP code for East 92nd Street is 10128. 

6. One-zero-zero-three-three is the ZIP code 
for all the streets between West 174th Street 
and West 187th Street. 

7. One-zero-zero-two-four is the ZIP code for 
West One hundred Street. 

8. The ZIP code for West 43rd Street is 10038. 

9. The ZIP code for East 38th Street is 10018. 

10. The ZIP code for Fourteenth Street, east of 
First Avenue is one-zero-zero-zero-nine. 



True 

False-10001 

False-10021 

True 

TriiP 

False^l003 6 
False-1001 6 



True 



Name 



Date 
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TASK #12 

WRTPTEN TEST: J.R.ESL 

EVS^UJATION ZIP CODE MAP 




C 10007 



1004O 

WATfR 



^ Resource: NYNEX Information Resources Company 1986 
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TASK #12 

OPERATION SHEET: PREPARE OUTGOING MAIL 



I. MATERIALS 

a . 10 pieces of niai 1 

b. 5 letter size envelopes 

c. Postage meter 

d. Scale 

e. ZIP code directory 

f. Postal rate chart 

g. Mailing labels 

h. Mail bag 

i. 4 clasped manila envelopes 
II. PROCEDURE 

1. Gather the 5 outgoing letters. 

2. Check to see that all the letters have been signed. 

3. Make sure enclosures have been attached if specified in the letter. 
4. Select corresponding envelopes. 

5. Check envelopes for correct destination: Name, address, two 
letter state abbreviations and ZIP codes 

6. Fold the letters and insert the letters and enclosures (if any) 
in their corresponding envelopes. 

7. Gather next C pieces of mail (newsletter, magazine, brochure, and 
report) 

8. Check the mailino labels for correct destination: Name, address, 
two letter state abbreviation and ZIP code. 

9. Attach the mailing labels to the manila envelopes. 

10. Place the pieces of mail in their corresponding envelopes. 

11. Check the mailing label for the correct destination for the 
remaining piece of mail(book). 

12. Attach mailing label to the mail bag. 
13.1fisert the book in the mail bag. 

14. Designate desired delivered on the envelopes and package and seal them. 

15. weigh each piece of mail on the scale and usefpostal rate chart 
to determine the amount of postage required. 

16. Set postage meter to correct amount of postage and stamp the 
pieces of mai 1 . 

17. Sort the the pieces of mail according to type of delivery desired. 
18. Place the pieces of mail in the mail pick-up box. 
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TASK # 12 

JOB SHEET: PREPARE OUTGOING MAIL 
EVALUATION 

DIRECTIONS: You will be given 5 pieces of outgoing mail. You must 
prepare them for mailing. 

Follow the steps listed in the information sheet 

a. Make sure all letters have been signed 

b. Make sure you have folded all letters correctly. 

c. Seal all envelopes and packages. 

d. Stamp the outgoing mail according to weight, 
class and destination. 

e. Sort the outgoing mail according to the type 
of delivery desired. 

f. Mail the correspondence. Use the ap.propriate .eans : 
Place in outgoing mail slot. 

I. MATERIALS 

a. Outgoing mail 

b. Letter size envelopes 

c. Manila envelopes 

d. Mail bag 

e. Postage meter 

f. Scale 

g. ZIP code directory 

h. Postal rate chart 

i. Mailing labels 
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TASK # 12 

JOB SHEET: PREPARE OUTGOING MAIL 
PRACTICE 

DIRECTIONS: You will be given 5 pieces of outgoing mail. You must 
prepare them for mailing. 

Follow the steps listed in the information sheet 

a. Make sure all letters have been signed 

b. Make sure you have folded all letters correctly, 

c. Seal all envelopes and packages, 

d. Stamp the outgoing mail according to weight, 
class and destination, 

e. Sort the outgoing mail according to the type 
of delivery desired, 

f. hail the correspondence, Use the appropriate means: 
Place in outgoing mail slot. 



I. MATERIALS 



a. Outgoing mail 

b. Letter size envelopes 

c. Manila envelopes 

d. Mail bag 

e. Postage meter 

f. Scale 

g. ZIP code directory 

h. Postal rate chart 

i. Mailing labels 
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TftSK #12 



PDRFOKMANCi: TEST 


TASK: Prepare outgoing mail 


Di race ion's : Denonstrate mastery of this task by cJoing the following; 


Thiii lest cvdluaccii vour dbiiicy co: prepare outcping mail. You will be 
given 5 letters arid 5 other pieces of mail, ZIP Code Directory, scale, rate 
chart, postage meter; fold and stuff mail, determine postal expenditure ard 
stamp enveloDe with cnme>r^ AnrM^n^- r^^^-or,^ 


1 

I • 


Your jjcriuii.jjjicc will be evjluuLcJ usiiii^^ Lhc. jllcih^ bciuw. 

AIJ iiiubc be *'Vl;S" with the exception of ZIP codes. Jv^*lich mav 
■■ nave no mnre than 2 errors, _ 






I . 


Were all envelopes properly addressed? 






/ . 


Did all addresses include ZIP code^? 




3. 


Were the letters folded correctly? 








Was the correct amount of postage used? 






5. 


Were envelopes weighed accurately? 






6. 


Was ZIP Code Directory uf^ri nmpprly? 






7. 


Did participant consult postal rate chart? 






8. 


Were envelopes and packages sealed correctly ? 


9. 


Was outgoing mailed stflinped correctly ? 






0. 


Was outgoing mail sorted correctly ? 





TruLicv; 




Arr;'iiij;rs 
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PERFORMANCE TEST 



TASK : 



Direcc ions 



This cast evaluates your ability to: 



1 

I 


No . 

. 1 


1 \oui- pcrioimaiicc will be ovjiujtcd u^ii\^ tlic itcmb bL-luw. 
1 AH mubt be "YES" 


YES 




; 

1. 1 






2 . 


} 






J. 


1 






A . 








5. 








6. 








7. 








8. 








9. 








0. 




s 













Arri'ii^;rs 













HaC£J{ INC/HISHANIC women's C£NT1;U 
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TftSK #12 



PlilU^l^^lANCE TEST 


^EftSKj Prepare outgoing nail 


This checklist will be used by the JRE instructx^r to evaluate the 
jxirticipant during the vocational perfornance. 


!• Utilized oortparative adjectives correctly? 


YES 












Utilized superlative adjectives correctly? 








2. Oonpared nanes and nunibers accurately? 








4 •Correctly identified any missing infoniHtion? 









Trainee 


Date 


Attenx^ts 


Instructor's Signature 
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RELATED COMMUNICATIVE TASK: Ask for clarif icnt inn . rprogn... .yn,h... « .nH ....rr.r. .w...^^ 

VOCATIONAL TASK; tfl3 Reproduce and collate documents. 



PERFORMANCE 
OBJECTIVE 



Given A documents and a MITA DC 213 RE Copier with automatic stapler and collater. make 1 letter size (8 1/2x11) copy of 
document #' ' '° ./o^.wv . . . . v / / f/ ui 



STEPS AND TECHNICAL 
KNOWLEDGE 



(85Z) of do 



copies. ^'^^'^^'^'icWlc^i'^iy^ 



1, 

2. 

3. 

4. 

5, 

6, 

7, 

8, 

9, 

10, 

11, 

12, 

13, 

14, 

15, 



SEE ATTACHMENT 



TOOLS AND MATERIALS 
Mita DC 213 RE copier 



BACKGROUND KNOWLEDGE 
None required. 



SAFETY 

Do not service machine 
No food or drinks 
No staples on copier 



ATTITUDES 

Concentrate on proper sequence of 
operation. 



1 legal size (8 l/2xU^ r 



:ument #A. Collate and stap 



Le the four 
ce your perform; 



SEE ATTACHMENT 



:)nv nf Hnrnmpnr //? 1 Pnl nrpompnr n ♦ I . ? p. of Hn 



LANGUAGE 
^OSltTIONi 



11 Items must recle 



Miment ^ 3. and 1 reduction 



^e a yes rating. 



COMMUNICATIVE SKILLS 

active: speaking 

passive: reading comprehension 

FUNCTIONS 

Seeking clarification 
Understanding directions 



STRUCTURES 



Yes/No questions 
Wh questions 
Imperatives 



LEARNING ACTIVITIES AND RESOURCES 



\jccmcmj 

1. LEARNING STKATEGIES 

d. Facilitator demonstr*ites steps to turn on 
machine dno make copies. 

b. PractLoe acti^aty shoet 

c. Hands-on practice (individual) 

a. Observation of participants operating copier. 

3. RESOURCES 

a. Infomation, activity, operation and 30b 
sheets. 

b. Facilitator 

c. Workbook for Applied Secr etarial PrnnoHnr^c 
a. Computers Tbday 

e. Business Typing 

f . Mita operation manual 



J.R.E. 

LEARNING STRATEGIES 

a. Facilitator demonstrates how to seek 
clarification using Wh questions. 

b. Participants complete activity sheet on 
on related language functions: Activity 
sheets #1, 2, 3, 4, and 5. 

EVALUATION - Performance test 

RESOURCES 

a . Ac tivi ty sheets 

b. Facilitator 

c . Real Life Employment Skills 
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TASK #13 

INFORMATION SHEET #1 

Copier information, features and special functions. 
COPYING MACHINES 

An enormous convenience for making a few exact, instant copies of 
all sorts of documents, copying machines range from large floor 
models, which can copy almost anything onto ordinary bond paper, 
to small desk-top models, which only copy black-and-white single 
sheets onto special coated paper. The electrostatic (Xerox and 
other brands) process will pick up most colors (except, usually, 
blue) and reproduce them in black and white. 

On the large flat-bed machines the original is placed face-down 
over a window on the top of the machine. Not only single sheets, 
but bound books and other thick items can be duplicated. Before 
pressing the copy button, make sure that the copy counter is set 
for the number of copies you want, and that the proper length of 
paper (letter or legal size) is in the machine. 

On rotary-fed machines the material to be copied must be thin, 
flat, and of standard size, as it is fed right through the machine. 
Be sure to insert the original straight, so it won't get jammed 
in the works. 

The following illustration of the MITA copier identify the most 
important parts of the copier which you will be exposed to: 

Sort bin: catches the copies as they come out of the copier. These 
copies may be in a single stack or multiple stacks. 

Stapler: Copies may be stapled together as they come out. This is 
helpful when you are making a large amount of copies of a 
multiple page document. Avoids dashing back to your desk 
to staple pages together. 

Main Switch: This switch turns the copier on or off. 
On/Off sv;itch 

Grouping Key: Directs the copier to make a single stack of the 
copies or to sort each copy in a different stack. 

Non-sort key Directs the copier to make only one stack of copies. 

Interrupt Key: Directs the copier to stop making copies and to keep 
a count of the number of copies made. This allows 
someone making a large amount of copies to interrupt 
the copy sequence so that another worker may make one 
or two copies. 

Copy Selector: Is used to select the number of copies from 1 to 99. 
Q Print Key: Is pressed to initiate the copying. 

ERIC 
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TASK #13 

INFORMATION SHEET: PARTS OF THE COPIER 
n Page 2 
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Stapler 




Non-sort key 



Main switch 
On/Off switch 



COPY SELECTOR 



□□□HI 
^□□^ 




Print key 



Interrupt key 
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TASK if U 

INFORMATION SHEET#2 

Page # I EHOIQCOPY machines 

» A xerox or photocopy machine is an almost 

indispensible office machine today, and everyone 
working in an office should know how to operate one. 
Secretaries in many companies no longer make carbon 
copies while they are typing their correspondence: 
they make xero>: copies of their work after it is 
finished. 

* The Xerox Corporation developed this kind of 
machine, and for several years, they produced the 
only machines of this kind. This explains why 
people so often use the words "xerox" and "xerox 
machine" to mean photocopy and photocopy machine. 

* Nowadays many different companies manufacture 
photocopy machines, and so there are many different 
brand names or trademarks. Some common brands are 
Sharp, Savin, IBM, and Panasonic, but there are many 
mor e . ' 



ERIC 



Each company also has many different models or 
styles in their "line" of copiers. When a company has 
several different models of the same item, people 
say that that company "carries a line" of those 
products. The expression "top of the line" is used 
to describe the best and most expensive models. The 
photocopy machines which are the "top of the line" 
are large and complicated, and have many extra 
features, such as automatic feeders, automatic 
sorters, and reduction copying. The least 
expensive photocopy machines are simple and sn.al 1 , 
and companies advertise them as "desk top copiers" 




desk -hp cppier 



waiViv)-si2c4 Copier 
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TASK # 13 
INFORMATION SHEET 
Page # 2 

» Even though photocopy machines come in many 

different shapes, styles, and sizes, they all work 
in basically the same way. Here is a list of the 
usual steps used in operating a photocopy machine. 

* To maPe a copy, you first must turn on the power or 
electricity by turning a switch to the ON position. 



O^V 




■SWITCH 



Power, 

When the machine has warmed up, an ).idicator light 
comes on which tells you that the machine is ready 
to print. Often it is the print button itself 
which lights up. 





You must place the original, (which is what you want 
to make a copy of) face down on top of the glass 
at the top of the machine. This glass always is 
protected by a cover of some sort, so the first 
thing that you must do is to lift the cover, and 
then you can position your original on the glass. 





The QD^in^J can be a 5*03 le c^pu is ^)ome^ryie6 called 

f^^^t. ^I"^^' T "^l^^ "^'"^ ^ duplicate , 
a nna^aaioe or book — ^ 



» There is a gauge or guide along the edg^s of the 
glass which helps you line up your original with 
the edges of the paper copy. Until you are 
familiar with a pfiotocopy machine, you will have to 
rely on these marks to help you posit icn your 
original so that it comes out in the correct place 
on the final copy. 
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TASK # 13 
INFORMATION SHEET 
Page # 3 

» You also must decide on the size copy you wish to 
make. Almost all copy machines will accommodate 
regular (8 1/2 K 11) and legal size (8 1/2 x 14) 
sheets of paper. The paper is held in trays. 
Some machines hold two trays of paper (one regular, 
one legal) at a time, and you select your paper 
size by setting a lever to either tray. Other 
photocopy machines only hold one tray at a time, 
and you place the tray with the size of paper you 
want in the machine. 





^3 Cover -for trc9u| 



trau ipr shee+s 
Jot paper 



Next you must seletrt the quantity of copies you 
wish to make. Many photocopy machines have a dial 
for this, and you dial the number of copies you 

ish to make. Others use buttons and digital 
numbers. You punch in the number of copies you 
wish to make, and a digital read-out (lighted 
digital numbers) tells you how many copies you have 
selected. Some photocopy r.achines return to the 
one-copy setting automatically as they produce the 
copies. Others do not; they stay at the same 
quantity setting until it is changed. If your 
photocopy machine does not return to one by itself, 
then you should turn the quantity setting back to 
one when you are finished making your copies — for 
the sake of the person who uses the machine after 
y^^- DIAU 




Set the light/dark lever to the desired shade. If 
you are making a copy of a very light original, 
then setting the lever to DARK can help you make 
cl earer copies. 



* Then, close the cover which protects the glass. 
Looking at the bright light of the machine when it 
is working is not good for your eyes. 

* Press the PRINT button. Some machines have two 

O „ print buttons: one for lightweight paper, and one 

ERXC 'f^^ heavier paper. 
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» When the machine has finished nr-ir^t-- 

very hot ^fter it has finished making a lot of 

For this reason, it is not a good idea to 
'nachine off directly after yo2 have 
making your copies. Inside the machine 
a fan to cool down the machine as it is 

you leave the machine on ^or a little 



copies, 
turn the 
finished 
there is 
wor king. 

a'ciance'to ^on, T " ''"J^'^^'' "Pyng, the far, h.s 

tu.^".%^:::e:s°^?^L^s:auc^^'"^:^.n"?."r/.-:I" 

cooled down to a safe temperature. 

* In^^r. ^""^ '^''^ ^^^'"^ -"^^^ing a photocopy. 

Following are some additional suggests ans . 



Copying on both sides of the r,an=r-. 
order to save <conserv:I pape^f'^o^ wrf^wanr:; 
?o do'th'"" ^''^^ °^ the'she:U'orpiper. 

then yo^ Tth^""' ""^''^ ^^^^'^^ "p'-. 

thi trav nn """'^^ ^"'^ ^^^"^ back into 

fir^r^o'- ^°Py -"^chines, you load your 

Vn6 In Th^^ ^^^>- -f^^-^own and backwards, 

"tl ^K^^'"^'^^'"^=' them face-up. Som^ 

s^des Of aMr" "'^^■^ "Pi- - b°th 

have to rf/ usually you 

throuQh k"^ ''""^^ "Pi- them 

tnrougr, the machine again. 




FACE - VP 



FACE " PawN 



out Of one of theserthrPRi::?%".Jt':n^^su:n y^l'i fl 
not operate. The first supply is nacer ^rH \h 
second and third are tone/and i^^f^K^t 
rlTlllnaVJ''"'' ^--l°Per). Elrectron; for 
frnl it K- r ^"'^ dispersant vary a good deal 

^e:crrbeS\":re ''TT' =° ^^^^^ ^ ^ 

p.ovi;r?hr^rnk/j:/rphot^^:;r™^ - 
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* Some photocopy macJunes have an automatic feed 
mechanism which allows you to make copies very 
quickly. You insert che originals into a slot and 
the machine takes them one by one when it is read/ 
-for thenn This automatic feeder folds up and out 
of the way when you need to ma^-e copies from 
something bu ^y, like a book or a magazine. 



feeder fo/ds 
up 





hv\om\ic Feed f ^777 ^^S^ 

Inserf paper face up * Manual placement 

Place onginal face dow/n 

The paper used in a photocopy machine is always 
held in a sort of covered tray or cassette. 
Putting new paper into thes^5 cassettes is calle-d 
iosding or refill in^i the trays. The paper which 
you use in photocopy machines is special paper, ar.d 
/ou should never use typing or bond paper m a copy 
machine. Bond paper is treated with a chemical 
substance which can ruin the feeding process in a 
photocopy machine, and if you run out of copy paper 
and substitute regular paper once, you ma/ create a 
lot of headaches for yourself later. So, the first 
thing you should do i s to maf:p sure that the paper 
you are going to use in the moJhine is made for 
this purpose. Then, select the appropriate amount 
of paper. The trays or cassettes will hold only a 
certain quantity of paper, and if you overfill theni 
the mechanism which feedF the paper through the 
machine will not work properly. Most paper 
cassettes have a mark on the inside which indicates 
the level above which you should not fill the tray. 
Before you put the paper into the tray, you should 
fan or "riffle" the edge of the paper which will be 
fed first, in order to separate the sheets;. 





To riffle of separait 
tine s^CcJrs of paper 
before filling the -kaj 




Po not ^'11 ay<^v^iiM> Woe 
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* I-f a piece o-f paper does not pass smoothly through 
the machine, and gets caught or crumpled inside, 
the machine will stop, and the PRINT button will 
not operate until this paper is removed. At this 
time, a MISFEED light on the machine will come on. 
Look -first in the paper cassette -for the mis-fed 
sheet 5 and then open the machi ne and 1 ook i nsi de. 
When you -find it, remove it very care-fully, and do 
not touch any o-f the parts on the i nsi de of the 
machine. Even a -fingerprint can damage t!ie drum. 
A-f ter the mi s-f ed sheet has been removed , you can 
press the button called RESET, and the machine is 
ready to operate again. Do not press the RESET 
button without removing the mis-fed sheet, or you 
may ruin the machine. 



Keset 



4 These three suggestions will help you prevent 

mis-feeds: 1) Make sure to use copy paper with the 
correct spec i -f i cati ons -for your photocopy machine. 
2) Load the paper properly into the cassettes. Do 
not load any wrinkled or torn sheets. 3> Do not 
over-fill the paper cassettes. 



* The instructions -for using special -features on your 
photocopy machine are always printed in the 
operating manual, and o-ften also printed on the 
machine itsel-f. Read and -follow them care-fully. 



fir™ 



Clean the glass on top o-f the photocopy machine 
-f requentl y , and keep the cover over i t when the 
machine is not in use. This will protect the glass 
sur-face -from scratches, ink smudges, and 
-fingerprints. Clean glass means sharp, neat 
copies. 



Keepinq the cjlass 
clean help5 "^ensure 
clean copies 

Finally, photocopying machines are expensive, delicate 
machines. Treat them with care. 
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Page 1 

There are certain signs and symbols that we are used to in our 
everyday lives. Examples would be a green light to cross the 
street or a red light which means stop ■ 



The following are some common signs, symbols and warning mechanisms 
that you will encounter in the work-site. These -in serve as an 
introduction to the signs and symbols you will learn for the operation 
of the copier. 

You may already know the majority of these symbols, certain of them 
you win find in the copier and the copier supplies. Example: the 
skun and crossbones is usuany found on the toner bottles. You may 
also find the no smoking sign a;;tached to the machine. 



Here are soue eraiiiples of the written u,-r nines v/hich 
surround us: 

Uritten uarnincs, dancer signs, and alarr.; signals are 
around us overy day. These are neant to protect both 
people and objects, and it is ir;portant to under sta ud 
what they nean and to pay attention to theu. 

The uost conmon ccneral i/ar nines are: C/.UTIO!;; BE',:/? 
DAi.'C£r.; ALEHT; l/Ari;IliG; SAFETY; HOT; rOISOl!. 

The universal syL.bol for poison is a skull and 
cross bone 3 . 



The universal symbol for "Don't ..." or "ijo ..." is r 
circle \;itli a line dra\;n through it. For example, th] s 
:;ynbol over the picutre of a ci:,aretto ucant. "I'o 
Sniokinc". und over the picture of a lit;htc-d natch i:i;tr.;. 
"tlo Open Flai.ics". 




ERIC 




HACER INC/ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK # 13 

INFORMATION SHEET: SIGNS, SYMBOLS AND WARNING MECHANISMS 
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liO EXIT ?or nM-jS^EMI) r,??'„^ir 



mm 





'X 





Other warriint- sicns you nay sec incluoe; OUT-OT- 
OHDEK; ELECTniC CUkHLI.-T; EXPOSCD l/JftES; IIJCl. VOLTAGH- 
W/.TCI] YOUn <JTCP; SLIPPEi'Y FLOOH. ^^^i-.u!., 
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SPOKEfl COIIIIAIIDS AIJD l.'AnKIlJOS 



The thincs that peole shout or say to alert other people 
to a dancer are not the same thin.-r, that are written or 
posted in siGns. Here are sor.e exai.oles of the uarnin-s 
people rather than write: 

"Look out!" "Stand back!" "Stay auay!" "Slav bac'-'" 
Stay out!" "Be careful!" "Uatch out!" "lleadi up!'" 
Look lively!" "Attention!" "Help!" "l.'atch vcur^oli»» 
Get out of hore/there!" "Don't touch!" "Gct''out cf 
the way!" "Let ^o of that!" "Drop that!" "Keep out'" 



UAiiiJinc i;KCiiAi!isi:s 





llechanical alert systems warn us of a problei., an 
euercency, or a dancer. Sou e of these arc autoi.,atic - 
for instance, many laachines havvi butsers or uarninc 
lights which flash or "co off" when the i.^achine is not 
working properlj , too hot, or out-of-order. At thas 
point, the machine itself often shuts down, end canr.ot 
be turned back on until the probleu is taken care of. 
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TASK #13 

INFORl-IATION SHEET: SIGNS. SYMBOLS AND WARNING 

MECHANISMS OF THE MITA COPIER. 

Page 4 

The MITA copier utilizes various symbols to advise 
the operator of any problems, or service needs the 
machine may have. The following are some of the more common 
ones you will see 



-J - 



Copy has been interrupted 



i Time for maintenance 

I f)/^^ 

I j EJ ^ — Add paper 

y • ^ 

— Call serviceperscn 

*^!^^ 

t ^ J ^ 1 — Remove paper from sorter 

— Paper misfeed 
Replace Toner 

^ Wait until machine is warm 



• 
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TASK #13 

Information Sheet: Electronic Transmission of Documents 
#3 

Original documents can be sent electronically from 

one city* to another city^ state^ country or continent/ through 

the use of facsimile or fax, machines. 

Copies of printed documents can be sent from one word processing 
station to another. The advantage is that two offices can review 
the document # make necessary revisions and send the document 
electronically over the fa:: machine. 

This process would take a few hours, where using, postal or 
delivery services would mean a delay of at least one day. 




fij;urc 1 1-6 Thi$ tabb^ 
digital facsimile machtrr 
can transmit high^resoluiuro 
copies worldwide in as 
as 35 seconds. (Couiini 
Business CommumcjtM - 
Products Division/3M) 



Resource: Computers Today 

Donald H. Sanders 
McGraw Hi 13 Book Co. 




239 



HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #13 

INFORMATION SHEET # 4 



COPIER PARTS/COPYING INFORMATION 

J5^j/°^^?«i'^g diagrams illustrate the copying sequence and different features of the 

I. Warming up the copier V. Select # of copies 

II. Setting exposure VI. Making copies 

III. Selecting cassette(for different size paper) 
IV. Selecting copy size VII. The copying sequence 



2-10 
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Copying 
Reproduction 

Usually a copier takes five minutes to warm up. One of the first things done 
as soon as the office is opened in the morning is to turn on ' \e copier, 
lo avoid delays never turn off the copier unless you are im /ucted 
The copier is one of the last pieces of equipment turned off at the end 
of the work day. 

I.. WARMING UP COPIER 




241 



^ •■ /"^^i^^.Tk H*'". The warm-up display 

iv?rnl.ng u? '^-^ cop.e'r s^ar.s 



W-rm.up ,s compl.,e(l w.ihm about 2.5 m.nu.es. 
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COPIER PARTS/ COPYING INFOPvMATION Page 2 



II. SETTING EXPOSURE 




242 



Press the exposure adjusting key ( or ) to 
ddjusi the exposure according to the quality and 
tone of the original 

• When pressing the key ( 'a] ). the exposure 
indicator becomes smaller (Copies become 
darker ) When pressing the key ( ;▼] ). the 
indicator becomes larger (Copies become lighter ) 
OrdmariiV the indicator should be set at "4 " 



HACER INC./ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #13 

INFORMATION SHEET #4 

COPIER PARTS/ COPYING INFORMATION Page 3 



III. SEIiECTING CASSETTE 




1^,. Press the cassette si (ectiu i key to set the cassette 
size indicator ( > ) to the size to be desired 
* If the desired indic. tor ( >. ) does not litjht up. 

reset the cassette ayain. then set the indicator 

( > I 




2 * The position of the selected cassette is indicated 
by the cassette display ( Ml) on the display 
* When the di^)ldy ( ^ ) blinks, load paper 




3 •. Open the original holder, and place an original on 
tne contact glass face down while aligning it with 
the original indicator. 



213 
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IV. SELECTING COPY SIZE 














□ 






. (a) Same size copy 

Check to see that the magnification indicator 
( > ) shows 1 0 
* If the indicator ( [> ) does not show 1 0, press 
the magnification key ( ) to set it at 1 .0 



(b) Reduced or enlarged size copy 

Press the oriymat size key ( ) to set the 
original size indicator ( C3 ) according to the 
original size to be used (When setting the 
original sue by the original size key, the 
magnification is automatically changed 
according to the selected paper size ) 



ERIC 









r" \fi \ > / II ' 




► 11x17 

MSxl4 

»S^p<llR 



^8!>xn 



Uii/ 



® 



□ 



45 



* Magnification is shown by the magnification 
indicator (($]). When the paper sue does not match 
the original size, the indicator ( > J blinks. (At this 
time, the magnification which is nearest to the 
paper site is selected.) 




• To select the desired magnification size, press the 
magnification key ( O ) so that the desired 
magnification is indicated on the magnification 
iruiicator. 
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TASK # 13 

INFORMATION SHEET # A 

COPIER PARTS/ COPYING INFORMATION Page 5 



V. SELECTING NUMBER OF COPIES 




1 % Set ihe number of copies i^uaired by pressing one * I* not, or when correcting the copy number, press 

or two of the copy number set keys. Up to "99" the clear key 

can be set. The copy number ts d splayed on the 
copy number setter on the display. 
* Before setting number of copies, check to see 
that the copy number setter reads "1 " 
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TASK 13 

infori5ation sheet # 4 

COPIER PARTS/COPYING INFORMATION Page 6 
VI. MAKING COPIES 






•* 


















/r/ 



c 
u 



I'. 



\ Press the print key ( 'p ) to start copying, and the 
preset number of copies are produced 
* Before pres^ng the print key < Qj ). chuck to see 
that the print lamp lights up. {\i not, copying 
cannot be started.) 



* When the cassette display ( mi ) blinks during 
copying, load copy paper 
When detaching the cassette, the magnification 
IS changed to same si2e Select the de:»ired 
magnification again 




3 •* To cancel multiple copying midway, press the 
clear key 
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INFORMATION SHEET # U 

COPIER PARTS /COPYING INFORMATION Page 7 




4 » Preset number of copies come out onto the codv 
tray. 

* The produced copy number is displayed on the 
copy counter on the display (After completion of 
copying, the copy counter revens to "0.") 





















1 

1 




in 

lU 



















0 • After copying is completed, magmhcaiion 

automatically changes to same size copying jl 0) 
in 45 seconds, and the copy number setter 
reverts to "1." W, using another original, the 
same number of copies ubing the same 
magnification ratio is desjred. simply place the 
next original on ihe contact glass and press the 
print key ( Q ) within 45 seconds 




' If the original holder is not opened withm S 
seconds after copying, the alarm sounds to warn 
you that an original has been left on the contact 
glass 

• After copying job is completely finished, press the 
preheai switch ( ). 



2o0 
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TASK # 13 

INFORMATION SHEET # 4 

COPIER PARTS/COPYING INFORMATION 



f i;^. I® produce ten same-size copies from 8« 
1/2 xl 1 " originaf. 




1. Set Exposure Adjusting Ke^ 



► 10 

► 1T85 

► 077 

► 073 

► 06S 




► n'«17 

► 6*1 X 14 
►S'lAllR 

► S'lxS;, 



□ 



4. Check Magnification 



0 



► 129 

► 121 

► 10 
►OBS 

► 0 77 

► 0 73 
►0 6S 



>1U17 



B 




2. Press Cassette Selection 



r 




3. Place original 















HE 
fulfil 


I) 

c 


"-' /7 

lu LJ 








5. Set number 
"10". 


Df copies at 





isa 


9 




SB 


6 




00 


3 



6. Press Print Key 
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TASK #13 
TECHNICAL TERMS 
COPY RECEIVING TRAY: 
COVER : 

CASSETTE : 
POWER SWITCH: 
FRONT PANEL: 
REDUCTION LAMP: 
ENLARGE LAMP: 
TONER LAMP: 
PAPER LAMP: 



Holds copies as they exit from the copier. 

Ensures proper contact of the original with 
the glass surface. 

Holds the paper supply up to 250 sheets. 

Flip this lever up to turn power ON. 

Open to remove misfeed paper, or to add toner. 

Indicates when the reduction key is pressed. 

Indicates when the enlargement key if pressed. 

Indicates insufficient toner. Replenish toner. 

Indicates out of paper condition. Load cassette 
with paper. 



ALPHANUMERIC DISPLAY: Displays the number of copies to be produced. 



UPPER CASSETTE 
INDICATOR LAMP: 

NUMBER KEYS: 



CLEAR KEYS: 



EXPOSURE CONTRO] 
LEVER : 



REDUCTION KEYS: 
PAPER SIZE INDICATOR: 
CASSETTE SELECTOR KEY; 
MAINTENANCE LAMP: 
MISFEED LAMP: 

PAUSE LAMP: 



Indicates upper cassette has been selected, 

Used to enter the desired number of copies 
in multicopying. 

This key clears and cancels the multicopy 
setting , repeat, and pause functions . 



Regulates the exposure. Moving the lever 

to darken copies, and moving to lighten copies • 

Push key to obtain enlarged copies. 

Indicates size of the selected paper. 

; Used to select upper or lower cassette. 

Contact you service department for maintenance. 

Flashes to indicate a paper misfeed in the 
copier. Remove the misfed paper. 

Indicates that the pause key has been activated. 



ERLC 
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Page 2 
TASK #13 
TECHNICAL TERMS: 



PAUSE KEY: Used to temporarily interrup the multicopying 

cycle so that another original can be copied 
without waiting to complete the copies of the 
first original, 

PRINT BUTTON: The copier is ready for copying when this button 

is lit. Pressing the button causes the copier 
to start copying. 
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TASK #13 

ACTIVITY SHEET i iJ.R.ESL 
Communicative Task: Follow directions 
Activity Sheet n 

Directions: Put these sentences in correct order, then instruct 
a partner in the use of the copier according to the order in which 
you have listed the sentences. 

Close Cover 

Place document face down on glass 
Set paper size 

Set copy size - reduction or enlargement 

Turn on machine 

Regulate tone 

Open cover 

Press print button 

Set copy counter 

Check paper tray. 

l._ 2. 



3. 



4. 



5. 



6. 



7. 



8. 



9. 



10. 



255 



HACER INC.,/H.I,$PANIC KOMEN'-S CENTER 
BILINGUAL ydCATIONAL TRAINING 



TASK #13 

Communicative' Taskf •tMI'Sw directions 
Activity sheet # IJ.R.ESL- 

Directions: Put these sentences in correct order, then instruct 

1 ".^5® °^ copier according to the order in which 
you have listed the sentences. 

Close Cover 

Place document face down on glass 
Set paper size 

Set copy size - reduction or enlargement 

Turn on machine 

Regulate tone 

Open cover 

Press print button 

Set copy counter 

Check paper tray. 

^- (turn on jnachine) 2. (place document face down 

— on q3-ass) 3 . (close cover) 4 . (set page 

— sil^J 5 . (set copy size) _6 . (checlc 

paper tray) 7 . (regulate tone) 8 . (set copy counter) 

print button) 1 0 . (open cover) 



ERIC 
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ACTIVITY SHEET # 2 j gg^ 

COMMUNICATIVE TASK: * 'Follow written directions 



Directions: Match the verbs in column A with the correct complements 
in column B to form correct sentences: 



Column A 



1. Turn on 

2. Remove 

3. Place 

4. Open 

5. Set 

6. Check 

7. Staple 

8. Press 

9. Set 
10. Set 



Column B 

_col 1 ated copies 
.print button 
_copy counter 

enlarge or reduce 
_document after copying 
_paper size 

copier 

^document face down 
paper tray 
cover 



NAME 



DATE 



ERIC 
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TASK i 13 

ACTIVITY SHEET # 2 j t. por 

COMMUNICATIVE TASK: ' F^^ low written directions 



Column A 



1 , Turn on 

2, Remove 

3, Place 

4, Open 

5, Set 

6, Check 

7, Staple 

8, Press 

9, Set 
10, Set 



10 



3^ 



Column B 

^collated copies 
.print button 
,copy counter 
^enlarge or reduce 
^document after copyino 
_paper size 
copier 

_document face down 
J^aper tray 
cover 



NAME 



DATE 



ERIC 



258 



HACER INC / HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #13 

ACTIVITY SHEET # 3 j r ggL "ITA COPIER SYMBOLS 
COMMUNICATIVE TASK: Recognize symbols 

DIRECTIONS: IDENTIFY THE FOLLOWING SYMBOLS BY MATCHING THE 
SYMBOLS WITH THE IMPERATIVES. ' 



SYMBOLS 



IMPERATIVE 



a. Replace toner. 



6 



b. Time for maintenance. 



0^9 



c. Paper misfeerf 



d. Add paper. 



e. Wait until machine is warm. 




f. Remove paper from sorter. 



g. Call serviceman. 



A 



h. Interrup copying. 



NAME 



DATE 
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TASK #13 

ACTIVITY SHEET # 3 jjR.ESL ^^TA COPIEK SYMBOLS 
COMMUNICATIVE TASK: Recognize symbols 

DIRECTIONS: IDENTIFY THE- FOLLOWING SYMBOLS BY MATCHING THE 
SYMBOLS WITH THE IMPERATIVES. 



SYMBOLS 



IMPERATIVE 



a. Replace toner. 



6 



(e) 



b. Time for maintenance, 



• 

# a or 



ill 



c. Paper misfeed. 



(G) 



(c) 



d. Add paper. 



e. Wait until machine is warm. 



f. Remove paper from sorter. 



(F) 



g- Call serviceman. 



A 



(b) 



h. Interrup copying, 



NAME 



DATE 
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TASK #13 

ACTIVITY SHEET #4 j r ggL 

COMMUNICATIVE TASK: Reading a diagram, following written directions, 

completing written directions. 



DIRECTIONS: 



Refer to information and operation sht ^ts on MITA 
to fill in these answers. 




STOP 
PRINT 



® 



Wrik* !hc \c\\c\ ol ihc corrcci answer 

a* Wl)icli pun ul ihc ciia^fiiin ls NO'I' lUcniiuiK'd in ihr 
insiruciioivs? * 

b» I lt)\v t\in you nuiKt* c ijpirs li^hirr ur tkuKri*-' 
c» WhiU SKp uMIs you how io pLjcc ihc oiiKiniil on 

U. Which buuon scis ihc n'lachine in rnoiion? 

c. To make more ihan one copy, which siep should >'ou 
follow? 

NAME 



H 



B 



Copying Insiruciions 

A LllUoVtT. 

U l^iai r ()n>4in.il ItK down 
ijnd I luM' I o\'i'i 

c Set of copies 

D Set exposure a'^justing key 

}l Prt\s.s STAK T Pr%IN'r 

r LdoK lor c()pK\s in iMy 

G Lili c()\'t*r unci rt*iuo\'i' 
ori^^iniil 



DATE 



ERLC 



RESOURCE: Real Life Employment Skills 
Handel & Angeles Publisher 
Scholastic Book Services 



NAME 



Ml 



DATE 
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TASK #13 



ACTIVITY SHEET #4 j p £SL 

C0MMUNICAT7.VE TASK: Reading a diagram, following written directions, 

completing written directions. 



DIRECTIONS: 



Refer to information and operation sheets on MITA 
to fill in these answers. 



STOP 
PRINT 




Wriic ihc Iciirr ol I he correci .;iis\vt^r. 

a. Which pan ol duj^ruiu is NOT nu'iuioru il in ilii* 
insiruciions? * 

b. Ik)\v fail you nuike copu^s \\^\\\v\ or ticiikiT/ 

c. Whai sifp U'lls you how 10 place ihc oiiKmal on ihc 
machine? 

d. Which buuon seis ihc machine in nioiion? 

e. To make more ihan one copy, which biep should >'ou 
lollow? 

NAME 



C 

D 
E 

F 

G 



Copying insiruciions 

A l-ill co\'ei. 

li I'ltK I' ori>^inal l.u r ilovvn 
cjriil i lo.M' I ovi'i. 

Set # of copies 
Set exposure adjusting key 
Pri'ssSTAin'PUiNT. 
Li)ok iDi copM.'s in irciy 



Lin ro\'iT and n^movi* 
(Miginiil 




RESOURCE; Real Life Employment Skills 
Handel & Angeles Publisher 
Scholastic Book Services 



DATE 



NAME 
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♦ 

TASK #13 

^ ACTIVITY SHEET # 5 J.R.ESL 

COMMUNICATIVE TASK: Reading diagrams , following written directions, 

completing directions, identify verbs. 

DIRECTIONS: A. This diagrams comes with an incomplete set of 

instructions. Complete each step. You may refer 
\ to the operation and information sheets on the 

MITA copies. 

B, Underline all verbs in the operating instructions. 
Opcr. ting Inslruciions for Copyinj^ Machine 

a. Press buiton marked POWER ON. 

fb. Lid COVER 

c. Place onfiinal FACE DOWN 

d. Sel ihe EXPOSURE lo ihc desired darkness 

f. TO make more ihan one copy. COPY SELECTOR TO THE. 

DFSIRED NUMBER OF COPIES. 

g. Press PR^N^ buiion. 

^h. Gel cow or copies from 0RI G I ^ 3AL TR A/ OR SORT BIN . 
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TASK #13 

ACTIVITY SHEET # 5 J.R.ESL 

COMMUNICATIVE TASK: Reading diagrams, following written directions r 

completing directions, identify verbs. 

DIRECTIONS: A. This diagrams comes with an incomplete set of 

instructions. Complete each step. You may refer 
to the operation and information sheets on the 
MITA copies. 

B. Underline all verbs in the operating instructions 
Operating Instructions for Copying Machine 

a. Press button marked PO'A^R ON. 

b. Lift 

c. Place original 

d. Set the to the desired darkness 

e. Close 

f. To make more than one copy. 



g. Press button. 

h. Get copy or copies from 
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TASK # 13 

ACTIVITY SHEET VOCATIONAL 



SORT BIN 

— GROUPING KEY 

STAPLER 

SORT KEY 



MAIN SWITCH 

INTERRUPT' KEY 

NON-SORT KEY 

— PRINT KEY 



COPY NUMBER SET KEYS 
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TASK « 13 
ACTIVITY SHEET 



VOCATIONAL 



DIRECTIONS: USE THE FOLLOWING LIST OF COPIER TERMS TO IDENTIFY THE PARTS OF THE COPIER. 
PLACE THE NUMBER OF THE PART OF THE COPIES NEXT TO THE TERM. 



SORT BIN ]_ 

STAPLER ' 2 



MAIN SWITCH 3_ 

NON-SORT KEY 6 



GROUPING KEY 

SORT KEY 5_ 

interrupt: key ^_ 

print key 9 



COPY NUMBER SET KEYS 8 




HACER INC/ HISPANIC WOMEN'S CENTER 
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ATTACHMENT 

STEPS AND TECHNICAL KNOWLEDGE 



Procedure 



"Ov\ 


tg xeproduce spd collate docunents 


1 . 


Switch machine on. 


2. 


Open cover. 


3. 


Check paper tray. 


4. 


Place document #4 face down. 


5. 


Close cover. 


6. 


Regulate tone . 


7. 


Set copier to collate (Press sort key once) 


8. 


Set copy counter to 1. 


9. 


Set paper size to (8 1/2 x ii) . 


10. 


Set copier to reduce (85%) . 


11. 


Prsss print button. 


12. 


Open cover. 


13. 


Remove document #4. 


14. 


Place document #3 face down. 


15. 


Close cover. 


16. 


Set copier to enlarge (1:1.21). 


17. 


Press print button. 


18. 


Open cover. 


19. 


Remove document #3. 
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ATTACHMENT 
Page 2 

STEPS AND TECHNICAL KNOWLEDCr, 

20. Place document #2 face down. 

21. Close cover. 

22. Set paper size to (8 1/2 x 14). 

23. Press print button. 

24 . Open cover . 

25. Remove document #2. 

26. Place document #1 face down. 

27. Close cover. 

28. Set paper size to (8 1/2 x 11). 

29. Press print button. 

30. Open cover. 

31. Remove document #1. 

32. Remove copies from tray. 

33. Staple copies. 



ERLC 
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TASK #13 

OPERATION SHEET : 

OPERATION: REPRODUCE AND COLLATE DQCTJMENTS 
I. Materials 



1. 


MITA DE.213 RE Copier. 


2. 


Four documents. 


Procedure 


How 


to reproduce documents: 


1 . 


Switch machine on. 


2. 


Open cover. 


3. 


Check paper tray. 


4. 


Place document #4 face down. 


5 . 


Close cover. 


6. 


Regulate tone. 


7. 


Set copier to collate(Press sort ke;' once) 


8. 


Set copy counter to 1. 


9. 


Set paper size to (8 1/2 x 11). 


10. 


Set copier to reduce (85%). 


11 . 


Press print button. 


12. 


Open cover. 


13. 


Remove document #4. 


14. 


Place document #3 face down. 


15. 


Close cover. 


16. 


Set copier to enlarge (1:1.21). 


17. 


Press print button. 


18. 


Open cover. 


19. 


iRemove document #3. 



ERIC 
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page 2 

OPERATION SHEET 

OPERATION: REPRODUCE DOCUMENTS 

20. Place document #2 face down. 

21. Close cover. 

22. Set paper size to (8 1/2 x 14). 

23. Press print button. 

24. Open cover. 

25. Remove document #2. 

26. Place document #1 face down. 

27. Close cover. 

23. Set paper size to (8 1/2 x II). 
29. Press print button. 
30 • Open cover . 

31. Remove document #1. 

32. Remove copies from tray. 

33. Staple copies. 



272 



IIACER, INC. /HISPANIC WOMEN'S CENTEK 
BILINGUAL VOCATIONAL TRAINING 



TASK #13 

WRITTEN EVALUATION; 
DIRECTIONS: 




Press pnni key 



^0 6^ 



d'. 



^9 



□ 



r 



ORDER OP COPYING VOCATIONAL 

The following diagrams show the steps of the 
copying "procedures. These steps are not in 
operative order. Arrange the steps in correct 
order by placing the carr3ct number next to the 
instruction. 




Sisi tfAposure udjusung key 



)S0 



in 

lU 



n 

LI 



Sci nufiJbcf of copici ji 10 




Ti 
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NAME 



CneLk in. iijnilicjhoi) 
DATE 
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TA'K #13 

WRITTEN EVALUATION: ORDER OF COPYING VOCATIONAL 



DIRECTIONS: 







I0HH 






□BE 







Press print key 



D 



► 129 
p\2\ 

► 0 * 
»-073 
►0 6S 



30) 



. Press cassette selecuon key 

(2) . 

r 



The following diagrams show the steps of the 

copying procedures. These steps are not in 

operative order. Arrange the steps in correct 

ordej; by placing the correct number next to the 

instruction, 

\ 



r 




Sei*v.xposure adjusting key J[^l ) 



HE 
S 





0 



//-/ 

lU 



n 

LI 



Set number of copt^j at ■10 " 

(5). 



PliiCe an orijinat ^ j.^. 



on. 17 
a8'} • 14 
oB'j-1in 

on ■ 15 

o FoliO 



1 S!) 

10^ 
86 
0 77 
0 73 
OcS 



t^ll 17 
►tJ'^'llh 



^9 



□ 
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TASK #13 

JOB SHEET: REPRODUCE DOCUMENTS 
PRACTICE 



DIRECTIONS: USING MITA DC 213RE COPIER, REPRODUCE THE FOUR 
ATTACHED DOCUMENTS. 

I. MATERIALS 

a. MITA DC 213 RE copier. 

b. Four (4) documents. 

II. PROCEDURE *■ 

1. Turn on machine. 

2. Place originals in place and close cover. 

3. Press "Print Key" . 

4. Place next original and close cover. 

5. Press "Print Key" (use special function if necessary). 



*See operation sheet "How to reproduce documents". 
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TASK #13 
JOB SHEET 
PRACTICE 



DOCUMENT #1 




uh 



37 OLD COUNTRY ROaD • ^AYONNE. NEW JERSEY 07002 • Phone 762-4170 



Mr. Charles H. Rogers 
94 Park Koad 

Bayonne, New Jersey 07004 

Dear Mr. Rogers: 

Subject: Directors* Meeting 

The Board of Directors of the Bayonne Country Club will 
hold a special meeting on Tuesday, December 14. 

The purpose of this meeting Is to consider the purchase of 
five acres of land adjoining the property of the Club. The 
purchase will Involve the sum of $20,000 and a very suall 
additional tax each year. The property will be used ro con- 
struct four extra tennis courts and appropriate facilities. 

According to the constitution of the Club, no real estate 
purchases may be made without the consent of 11 of the 14 
directors. Should the board fall to act favorably on the 
purchase, however, the matter may be referred directly to 
the membrrs. Upon consent of three fourths of the member- 
ship, the purchase may be legally effected. 

HiT. Klngsley, our president, has asked that I utress the 
Importance of this meeting to every one of our dlrecto-'t>. 
He fi'els that this matter requires your immediate action 
and therefore urges that you attend the meeting if possible. 

Please let me know if we may expect you. 



November 21, 19— 



Yours truly. 



(Mrs.) Janet Berney, Secretary 



JB:uC 



RESOURCES. Business Typing 
Monarch Press 
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TASK #13 



JOB SHEET 
PRACTICE 
DOCUIIENT #2 

m 




pif Barrett 
Furniture 
Company 




47W £«kt 13th Avenue 
Detroit, Michigan 48200 
Phone 476*1080 ' 



May 12, 19- 



^:artln Manufacturing Company, 
15 South Wabash Avenue, 
Cl.Acago, Illinois 60614. 

Attention: Mr. George H. Reyu.cds. 
Gentlemen : 

Does your filing system ever go on strike? 
Does It ever refuse to give up Instantly the 
infomuitlon t\iat you know It holdt,? 



Unless all your filing devices minimize 
the moves necessary in the transaction and 

victim 
valuable 
not only be safe, but 
e and accelerate 



une moves necessary In the transaction ai 
recording of business, they make you the 
and not the master of details. Your valu 
papers and records must not on 
iflust be available to facllltat 
thi: dispatch of business 



Our cabinets are built for use. You select 
and arrange a cabinet to suit your requirements 
and don t have to .^djusr your requirements to 
suit the cabinet. 

Why not call us for complete Information. 

Yours very truly, 

BAiU<m FUKWITUKE COHPAl^y, 



J. C. Barrett, President 



RESOURCE: Business Typing 
Monarch Press 
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TASK # 3 3 
JOB SHEET 
PRACTICE 
DOCUMENT # 3 



March 2. • 



Mr. Alfred H. Gable 
Personnel Manager 
G B C Sales & Service. Inc. 
10 Newbury Street 
Syracuse, New York 13219 

Dear Mr. Gable: 

Thank you for your letter of February 27. I am very sorry 

to have to tell you that the nten whoni you v/ish to see in our 

factory will be attending a convention in Chicago on April 14. 

Also, we are making improvements in the factory that we would 
like very much to have you and your associates see. 

Would It be convenient for all of you to come sofl)etime in 
May? If you can Change your plans so that you and your men 
will arrive at our factory early in Mdy, we shall be glad 
to make our plans accordingly. 

We are looking forward with pleasure to your vi'^it. 

Cord^'lly yours, 



Robert C. Hinman 
Branch Manager 



RCH:aD 



Resource : Applied Secretarial Procedures 
Gregg/ McGraw Hill 
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TASK #13 
JOB SHEET 
PRACTICE 



DOCUMENT #4 



GALE STATIONERY COMPANY. INC. 



27i PofUood SUMi 



February 15, 19 




Mr. Koberc C. Hlnman 
United Produce^ Corporation 
300 H-idlson Avenue 
New York, New York 10022 

Dear Mr. Hlnman: 

f.om time to time we rece.tve requests from 
schools from different partb of the United States 
for Interesting visual aids for teaching how to plar 
appropriate and attractive letterheads. 

Since you are. In thi: same line of business and 
no doubt receive similar requests, we are wondering 
whether you have any suggestions that might help us. 
Would you be willing to tell us how you meet these 
requests? ♦ 

We certainly would appreciate hearing from you. 



Resource: Applied Secretarial Procedures 
Gregg / McGraw Hill 



Very truly yours. 




Ronald T. Gale 
President 



RTC:wt 
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TASK #13 

JOB SHEET: REPRODUCE DOCUMENTS 
EVALUATION 

DIRECTIONS: USING MITA DC 2I3RE COPIER, REPRODUCE THE FOUR 
ATTACHED DOCUMENTS. 

I. MATERIALS 

a. MITA DC 213 RE copier. 
Four (4) documents . 

II. PROCEDURE * 

1. Turn on machine. 

2. Place originals in place and close cover. 

3. Press "Print Key". 

4. Place next original and close cover. 

5. Preso "Print Key" (use special function if necessary 



*See operation sheet "How to reproduce documents". 
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POTOMAC jUNIOR COLLEGE no5) 

Mountain View Road Potomac, N.J. 08348 

TASK #13 

JOB SHEET (EVALUATION) 
DOCUMENT #1 



March 8, 19— 



Mr. Alan McDonald 

United Products Corporation 

500 Madison Avenue 

New York, N.Y. 10022 

Dear Mr. McDonald : 

This is just a note of thanks and appreciation 
for the fine talk you gave co our senior students 
or "Putting Your Best Foot Forward." 

I have had numerous comments from our seniors 
telling me how important your thoughts were to 
them. They even made the suggestion tha< i, would 
be an excellent topic to be presented by you to 
subsequent senior oludents. 

You can be sure that we will be contacting you 
next year. 



Sincerely yours, 




President 

DP/lr 



SOURCE: Workbook for Applied Secretarial Procedures, 

Fries, Rowe, Travis, Blockhaus. Gregg Division/ 
McGraw Hill Book Co. 
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TASK #13 

JOB SHEET (EVALUATION) 
DOCUMENT #2 

.457 White Horse Boulevard 
New Mil ford, Conn. 06776 
March 5, 19- 



Mr. Alan McDonald 
United Products Corporation 
500 Madison Avenue 
New York, N.Y. 10022 

Dear Mr. McDonald: 

Enclosed is a resume that I should like to have 
attached to my application, which was placed on 
file with your company on August 25 of last year. 

Since that time. , took your advice and enrolled 
in 15 hours of advanced accounting and computer 
work, as you will see on the summary enclosed. 

I should appreciate it if you would reevaluate 
my application in the light of this advanced 
study. Should you have a vacancy in your accounting 
department, I should appreciate your consideration. 

Sincerely yours. 
Miss B. J. Willis 



Enclosures (2) 



SOURCE : Workbook for Applied Secretarial Procedures, 

Fries, Rowe, Travis, Blockhaus. Gregg Division/ 
McGraw Hill Book Co. 
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TASK #13 



JOB SHEET (EVALUATION) 



DOCUMENT #3 



4891 Montauk Avenue 
Rochester, New York 14618 
March 6, 19— 



Mr. Alan McDonald 

United Products Corporation 

500 Madis-on Avenue 

New York, New York 10022 

Dear Mr. McDonald: 

I am interested in joining the sales staff of 
your organization. Ronald Mahoney, a good friend 
of mine and a member of your executive team, has 
been telling me for several years about United 
Products . 

Enclosed is a resume that you may be interested in. 

I should appreciate hearing from you as to the 
possibility of a vacancy. 

Thank you for your consideration. 



SOURCE : Workbook for Applied Secretarial Procedures, 

Fries / Rowe, Travis / Blockhaus. Gregg Di'^^ision/ 
McGraw Hill Book Co. 



Sincerely, 




Richard Schaefer 



Enclosure 
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TASK #13 

JOB SHEET (EVALUATION) 
DOCUMENT #4 

6527 Grosvenor Place 
Pine Grove, AL 36769 
March 15, 19- 



Mr. Alan McDonald 

United Products Corporation 

500 Madison Avenue 

New York, New York 10022 

Dear Mr. McDonald: 

I will be in New York City the week of April 2. 
Would it be possible for me to have an interview 
with you during that week at a time convenient 
to you? 

You have an application of mine on file which I 
sent to you about a m^^th ago, at which time I 
was seeking a secretarial position. 

I shall look forward to hearing from you. 



Sincerely, 




Miss Mary E. Dixon 



SOURCE: Workbook for Applied Secretarial Procedures/ 

Fries, Rowe, Travis , Blockhaus . Gregg DivisiorV 
McGraw Hill Book Co. 
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TASK #13 



PERFORMANCi: TIZST 


TASK: REPRODUCE DOCUMENTS 


Directions: Demonstrate mastery of this task by doing 
following: ^ 


the 




iius Ccsc evaluates your ability to- pTZ Z 

213. RE Copier, toi 'aIII be givai fexarW) SgS^^ MITA 

JbaiurinEke (1) letter so^e, (1) legal si23, (1) aUargarEnt 1:1*21 and (1) reicticn tb 85%, 
fil 1 fmr nmiffi m:ist be na3e vdiii 100% aoxiracy* 




Your perioi-muncc will be evJluaiod usin^j the itcn.^ below 
All mui>t be "Yi-S" 


YLih; 


NU 


1 • 


Placed original documents face down*? 








Closed cover before pressing "Print Key"-? 






3. 


Set correct copy count? 








Set correct pp^^er size? 






5. 


Made 4 copies ■? 






6. 


Nfer*e one letter size and one legal size copy ? 






7. 


Made one enlargement 1:1:21 and one reduction 85? 






8. 


Stapled the four documents together? 






9. 


Turned off special functions? 






0. 

















taw , 


Arrr-iiii'.rs 













o 
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TASK #13 



PEim^MANCE TEST 


TASK: REPRODUCE DOCUMENTS 


This checklist will be used by the JRE ii.£tiuctor to evaluate 
participant during the vocational performance. 


the 






YES 














^' ti^ls'^^H?:^?S°§;-^ directions using impera- 








2; Were symbols recognized and understood? 









Trainee 


Date 


Attenpts 


Instructor's Signature 











o 
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TASK # n 

COMPUTE THE COST OF PURCHASING STAMPS 



287 



RELATED COMMUNICATIVE TASK: Recognize symbols, seek Inf omiation, report factual information. 



VOCATIONAL TASK; I lA 

VERFOW-LANCE 
OBJECTIVE 



Compute the cost of purchasing stamps. 



Compute using a calculator and record the cost of purchasing stamps with 100^ accuracy. 



STEPS AND TECHNICAL 
KNOWLEDGE 



1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

n. 

15. 



SEE ATTACHMENT 



Clear Key 
Clear Entry 
Minus Key 
On/Off Switch 
Plus Bar 



TOOLS AND >L\T£RIALS 
Electric calculator 
Petty Cash Sheet 
Pencil 
Paper. 



TECHNIC \L rER.-lS 



Calculator 
Compute 
Balance 
Petty Cash 
Voucher 



Multlpllcanion Key 
Division Key 
Memory Clear 
Memory Minus 
Memory Plus 
Memory Recal"! 
Memory Total 
Equal 
Total 
Percentage 
Paper Advance 
Subtotal 



LANGUAGE 
FUNCTIONS 



COMMUNICATIVE SKILLS 



Active ! 
Passive: 



Speaking 
Reading 



FUNCTIONS 

Recognize symbols and Interpret them. 



STRUCTURES 



Noun/Verb distinction 



Arithmetic verbs 



LEARNING ACTIVITIES AND RESOURCES 



BACKGROUND KNOWLEDGE 
No prior knowledge required 



SAFETY 

Be careful of wires to avoid tripping 
No food or drinks near machine. 
Do not attempt to service machine 



ATTITUDES 

Concentrate on proper seque.ice of 
operatlpb. 



VOCATIONAL 

1. LEARNING STRATEGIES 

a. Facilitator demonstrates machine controls 
and basic operations. 

b- Facilitator lectures on procedure for calcu- 
lating the cost of purchasing stamps. 

c. Practice activity sheets § 1, 2, 3. 

d. Hands-on practice (Individual). Skill practice 
utilizing calculator. 

2. EVALUATION 
Performance test. 

3. RESOURCES 

a. Facilitator 

b. Information, operation, activity and Job sheets. 
* c. Calculating Machines , J. Carter 

d. Sh arp Calculator Op pration Manual 

€. U/^CER INC. Rufitness Of f^<-*> calculators 



J. R. 
1. 



ESL 



3. 



LEARNING STRATEGIES 

a. Facilitator demonstrates use of 
arithmetic verbs. 

b. Discussion on logical sequence 
of operation. 

c. Participants practice language 
functions and structures. Acti- 
vity Sheets i 1 and 2. 

EVALUATION 

Written test. 

RESOURCES 



Activity Sheets 
Facilitator 
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TASK #14 

INEX)EMATIC»N SHEET: ADDING AND CALCinLATING I^OilNES 



INTRDDUCnON: 

ADDING AND CALCULATING MACHINES 

The familiar ten-key adding machine has a key for each digit, as veil as buttons 
for plus, minus, repeat , subtotal, and total. With a little practice it can be 
run rapidly by the touch system. These machines are also called listing machines, 
because they print each niimber entered, as veil as subtotals and totals, on a paper 
tape. 

The full-keyboard adding machine has a separate vertical rov numbered 1 to 9 for 
each colvunnof units, tens, hundreds, thousands, etc Zeroes register automatically 
if no key in a column is pressed. More than one key can be presse^^ at once. Though 
the touch system is not used, and operator skilled in correct finger combinations 
and techniques can vork speedily. 

Multiplication and division can be done on adding machines by repeat addition and 
subtraction, but it is much easier to do them on a calculator. 

With the key -driven calculator (Comptometer and other brands) an operator can do 
high-speed addition and multiplication. Subtraction and division take special 
skill. This machine has a fullbank keyboard* Ansvers appear in a vindov on the 
machine rather than on a printed tape. 

The printing calculator takes less practice to use, as all four operations can 
be done at the touch of a button. The machine looks much like a ten-key adding- 
listing machine except for the additional multiplication and division buttons. 
Some models have memory storage features, dual registers, and provisions for hand- 
ling constant quantities. 

Pocket and desk-top electronic calculators are rapidly gaining popularity. Having 
no moving parts, they are noiseless and extremely fast. Not only do they add, 
subtract, multiply, and divide; various models are preprogrammed to do complex 
operations (like square roots) instantly. Many machines have one or more "memories" 
for storing the result of a computation for use in future computations; and some 
can be programmed by means of magnetic cards or tape to do a whole series of 
operations automatically. These machines are of the ten-key type, vith extra buttons 
for various operations, and come in both vindov and printing models. 
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TASK #14 

INPORMATICW SHEET 
p. 3 




Pocket Size Calcvilators 



O .ilSOURIE: Calculating Machines , J. Carter. 
ERJC southwestern Pub. Co. 292 
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TASK #14 

INFORMATION SHEET 
Page 4 



Stamps by MmU 



^ice or Postmaster can be used to pay for the 

Address the postage-paid order form envelonp 
oyourpost office, enclose payment'^d oS, 



sets the cosK of mlr. .^"'^"^ ""^'^ than off- 

•easing S2,TSZTr:^TT ^ °^ 
more information. ^ ^O"" 




Postage, postmark and date 
jmprinted using postage meter . 



Loose stamps 



RESOURCE: A Consumer's Directory of Postal Services and Products . 

^ United States Postal Service. — — 
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TASK #14. 
TEJCHNICAL TEFMS 



CLEAR KEY: 

CLEAR ENTRY: 
MINUS KEY: 

^ON/OFF SWITCH: 
PLUS BAR: 

MULTIPLICATION KEY: 

DIVISION KEY: 

MEI4QRY CLEAR KEY: 
MEM)RY MINUS: 

ME2^RY PLUS: 



Clears the display screen, keyboard 
and operating functions. 

Clears the keyboard 

Subtracts the last number entered 
froD the number displayed 

Turns calculator on or off 

Adds the last number entered to the 
nurjber displayed • 

Multiplies the number displayed 
by the last number entered . 

Divides the number displayed by the 
last number entered . 

CI 9ars the memory 

Subtracts entered amount from the 
amount stored in the memory. 

Adds entered amount to the amount 
stored in the memory. 



SYIIF.OL 



0 




0 



MEMORY RBCALL/MEJ^RY 
TOTAL: 

EQUAL/TOTAL 

PERCENTAGE KEY: 



PAPER ADVANCE: 
TOTAL: 



Totals and displays the amount in 
the Demory. 

Totals the amount 

Converts a percentage to a 

decimal in calculating multiplica- 
tion and devision . 

Advances register tape 

Displays an accumulated total ex. the 

total of the first 10 of 20 additions. 



I] 



0 



ERIC 
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TECHNICAL TERMS 
Page 2 



CALCULATOR: 



An electronic calculating machine used to 
add, subtract, multiply and divide numbers. 



compute: 



BALANCE : 



PETTY CASH: 



VOUCHER : 



To compute means to find out, figure out 
or work out the solution to a mathematical 
problem. 

The balance is an amount, usually the 
remainder of a subtraction operation, 

A small amount of money kept in an office 
for carfare, stamp purchases or for the 
purchase of emergency suppl ies . 

A voucher is a type of receipt used to 
record a petty cash transaction. 
Example: A staff person would have to 
fill-out a voucher in order to be reimbursed 
out of petty cash funds for an office related 
expense . 



PETTY CASH BOOK: 
RECEIVED: 

PAID OUT: 
EXPLANATION: 

FUND: 



A book Kept in the office vhere a record 
of petty cash payments is kept. 

To obtain or get: In a petty cash voucher 
or petty cash book, it means the amount that 
was given to the employee. 

The amount of money from petty cash that 
was given to the emploj^ee. 

This term is found in a petty cash book. It 
is used to describe the purpose of the amcct. 
In other words it states what the petty cash 
amount was used for, 

A supply of money set aside for a specific 
purpose. Petty cash fund: a supply of money 
set aside for emergencies or small purchases 
in an office. 



HACER INC ./HISPANIC WOMEN'S CENTER 
BILINGUAL ViDCATIONAL TRAINING 

TASK # 14 

INFORMATION SHEET: PETTY CASH BOOK 

Amount received is the amount of money in the petty cash fund. 
Amount paid out^ is the amount given to an employee for a purcha 
Date : is the day that money was given for a purchase 
Explanation : details the purchase 



PETTY CASH BOOK 



PETTY CASH FUND 


DATE 


EXPLANATION 


RECEIVED 


PAID OUT 


t 


a 


0 


c 
















1 
















0 


0 


0. 




u 
















t 


e 


a 


0 


















/ 


0 


0 


0 


0 




% 

































































































































































Alv7ays make sure that there is an entry made in the petty 
cash book every time funds are received or paid out. 
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TASK #14 

OPERATION SHEET: PARTS OF TOE CALCULATOR 
OPERATION: Calculator functions and operation. 



THE KEYBOARD 




.V-".':i;^^ i| Battery cover 



Printer 
cover 




DISPLAY 




EL-2192 



OPEI^TING (X)NTR3LS 

Power Switch/Print MDde Selector 
Paper Feed Key 
Non-AdcJ/Sub-lbtal Key 
Clear Entry/Tbtal and Clear Key 
Nuneral Keys 
Minus Equals Key 
Plus Equals Key 



Percent Key 
Division Key 
Multiplication Key 
Clear/Ibtal Menory Key 
Recall/Sub-Total M^ory Key 
Menory Minus Key 
MOTDry Plus Key 

Oonstant/Deciiral/Add MDde Selector 



RESOURCE: Sharp Calculator Operation Manual 
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TASK #14 



© 



(3) m 



0 



OPERATION SHEET: Calculator functions and operation 
p. 2 



OPERATING CONTROLS 



; f POWER SWITCH/PRINT MODE SELECTOR 

I I When the power switch is turned on, the calculator is ready for operation, 
position: EM192D/2192 functions as a display calculator. 
"P" position: EL*1 192D/2192 functions as a print/display calculator. 

PAPER FEED KEY 
Advances the paper tape. 

NON ADD/SUB-TOTAL KEY 

Non-Add: When this key is pressed right after the entry of a number, the entry is printed 
on the right hand side with the symbol 

This key is used to print out numbers not to be used for calculations such as code, 
date, etc. 

Sub-Total: Used to get sub-total (s) of additions and/or subtractions. When depressed follow* 
Ing O or ci) key, ';he sub-total is printed with the symbol "o" and the calcula- 
tion may be continued. 

CLEAR ENTRY/TOTAL AND CLEAR KEY 



CLEAR ENTRY: 



TOTAL AND CLEAR: 



When entered after a number and before a function, clears a number 
which has been entered into the keyboard prior to use of a function 
key. This key is also used to clear an overflow error caused by an 
entry. 

When entered after a function, prints the total of addition and 
subtraction with the symbol if.*\ This key also serves as the clear 
key for the calculation register and resets an error condition. The 
contents of the memory are not affected by use of the key. 



® [0)- 



NUMERAL KEYS 

Enter numbers into the calculator. 



0 (S 

® \S\ 
® fx) 



er|c 



MINUS EQUALS KEY 

The 0 key prints the entered number m red: EL-2192) with a symbol and subtracts 
the number from the contents of the calculation register. This key is also usfd to obtain the 
product/quotient in negative multiplication and division and prints it with the symbol " 

PLUS EQUALS KEY 

The (T| key prints the entered number with a symbol and adds the number to the con- 
tents of the calculation register. This key is also used to obtain the results in multiplication and 
division and prints the product/quotient with the symbol 

PERCENT KEY 

Permits entry and/or answers of actual percentages rather than their decimal equivalents. 
DIVISION KEY 

Prints the entered number with the symbol 



and orders division. 



MULTIPLICATION KEY 

Prints the entered number with the symbol "x", and orders multiplication. 
CLEAR/TOTAL MEMORY KEY 

Totals and clears the contents of the memory. The value is printed with the symbol "*M" 

EL-11920). 
RECALL/SUB-TOTAL MEMORY KEY 

Reads the contents of the memory and prints the nu nber with the symbol "OM" {""y": EL- 
1 1920). The content of the memory is not disturbed and may be used for further calculation. 



_^ggCT!i_gjarp_ Calculator Operation >fanual 
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TASK #14 

OPERATION SHEE'i; -: CalculatDr functions and operation 
p. 3 



(13) @ MEMORY MINUS KEY: 

Subtracts an entry or an answer from the memory, and prints the number (in red: EL- 
2192) with the symbol ' -M" ("^": EL-1192D). This key also serves as the 0 key 
when accumulating negative products and/or quotients. 

MEMORY PLUS KEY 

Adds an entry or an answer to the memory, and prints the number with the symbol "+M" 
("V": EL-1192D). This key also serves as the jT) key when accumulating products 
and/or quotients. 

^ CONSTANT/DECIMAL/ADD MODE SELECTOR 

' ' ''A" pofition: The decimal point in addition and subtraction entries is automatically 

positioned to the 2nd digit from the lowest digit of entry number. Use of the add mode 
permits addition and subtraction of numbers without entry of the decimal point. Use of 
the (T) , (x) and (T) keys will automatically override the add mode and decimally 
correct answers will be printed. 
Ex. Set constant/decimal/add mode selector at A, P 

A. Enter 12 Q 3 (T] Tape prints 12.30 + 

B. Enter g 123 (x) Tape prints 123. x 

100 [t] 100. = 

12,300.00 * 

(12300.00 t' EL1192D) 

C. Enter 2 [T] Tape prints 2. ^ 

as 3. = 

0.67 * 

D. Enter 123 [Tj Tape prints 1.23 + 



"0, 2, 3" position: Pre-tets the number of decimal places in the answer. The rounded- 
off answer is printed to the designated decimal digit. 

Input ovirridi d#cimal ftaturt: The EL-1192D/2192 operates on a principle of floating 
decimal entries with pre-set decimal answers. 

1. An entry may contain up to 9 decimal (11 decimal: EL-2192) places, regardless of the 
decimal selector setting. 

2. Answers will be printed to the pre-$et decimal position except when an underflow 
condition prevails. 

"K" position; The following constant functions will be performed. 
In constant mode, decimal point of the answer floats. 

Multiplication: The EL-1 192D/2192 will automatically remember the first number 

entered (the multiplicand) and the [x] instruction. 

Division: The EL-1 192D/2192 will automatically remember the second number 
entered (the divisor) and the instruction. 



O yjBCE: Sharp Calculator Operation Manual 

EMS 
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TASK #14 



OPERATIOJ SHEET: Calculator functions and operation 
p. 4 



PAPER TAPE REPLACEMENT 



(1 ) Assembit the pape. ^lolder. (Fig. 1 ) 

(2) Insert the knob of the paper holder into the roll of paper and set the roll of paper on the paper holder. 

(3) insert the leading edge of the roll of paper into the opening directly behind the print mechanism^ push 
the paper feed key until the paper comes out of the front of the print mechanism. <Fig. 2) <Fig. 3) 




Paper holder 



Fig. 1 





Fig. 2 




CALCULATION EXAMPLES 



Set the print mode selector at the "P" position in the following examples. 

NOTE: (1) Depress tne ^ key twice prior to beginning any calc^jtation. 
This ensures that no previous entries remain In the unit. 
(2) EL'21^2 has punctuation on both the display and print out. 
EL*1 1920 only has punctuation on the display. 



CALCULATIONS 


EXAMPLE 


K > } tA 

1 1 


OPERATION 


DISPLAY 


PRINT 


Non add print 


No. 123 
6.03.1985 




123 (g) 

6 □ 03 □ 1985 S) 


0. 
0. 


123 # 
6 03 1985 # 


Mdlxi<y\ and 
lubtf#ct^on 


125 + 360 - 25- 


0 


125 a 350 S 25 ED (3 


450. 


450* t 


Addition and 
iMbtraction with 
add mode 


7.50 f 4.50 
-3.00* 

Note: The □ key 


A 

was not 


260(2 460 g) 
used in the entries. 


4.00 


4 00 t 


Repeat addition 
and lubtretton 


123 1 123 1 123 t 
456-100- 100- 


0 


123 g] gj (f\ 

466 B ia> J @ ^ 


625. 


625 t 


Multiplicatior. 
at?d division 


12 X 45 X 78 - 


0 


12 (X) 45 S 78 eg 


42.120. 


(EL'n92D) 

42120- ♦ 
(EL>2192) 
420 20- t 


840*^44- 15* 


3 


840 E) 4 El 15 a 


14.000 


14 000 ^ 



RESOURCE: Sharp Ca l culator Operation Manual 300 
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INFORMATION SHEET: CHECKING CALCULATIONS 

You can check a calculation by doing the opposite of 
ADDITION: operation: ex: The opposite of addition is subtraction, 



^ 356 
+ 23 



check 



379 
23 



356 



SUBTRACTION; 



989 
777 



"21 ■ 



check 



777 
+ 212 
~5BT 



MULTIPLICATION: 

12 X 10 = 120 



check 120 12 = 10 



DIVISION 132 11 = i: 



check 



12 X 11 = 132 



ERIC 
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TASK #14 

ACTIVITY SHEET #l:j.R.ESL 

COMMUNICATIVE TASK: Nouns/verb distinction, interpretation of 

symbols . 

DIRECTIONS: Write the noun and corresponding verb for each 
of the symbols shown below. 



Arithmetic 
Operations 

Noun Symbol Verb 

1. + 

2. - 

3. X 

4. i 



NAME DATE 
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TASK #14 

ACTIVITY SHEET #1 j.r.esL 

COMMUNICATIVE TASKt Nounr/verb distinction, interpretation of 

symbols . 



DIRECTIONS: Write the noun and corresponding verb for each 
of the symbols ^hown Wow. 



Arithmetic 
Operations 





Noun 


Symbol 


Verb 


1 . 


adciition 


+ 


add 


2. 


subtraction 




subtract 


3. 


multiplication 


X 


multiply 


4. 


ciivision 




divide 



NAME DATE 
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TASK #14 

ACTIVITY SHEET # 2 J.R.ESL 

COMMUNICATIVE TASK; Recognize symbols. 

DIRECTIONS: Write the correct verb in each sentence. 

Select your answer from the list below; 

VERBS: clear, subtract, add, displays , display 

1. In order to the memory you press the CM key. 

2. The RM key the total amount in the memory. 

3. You can an amount to the memory by using the M+ key. 

4. If you need to an amount from the memory you press 

the M- key. 

5. Both the RM key and the = key are used to the total. 



NAME nATC_ 



ERIC 
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TASK #14 

ACTIVITY SHEET t 2 J^R.ESL 
COMMUNICATIVE TASK; Recognize symbols. 

DIRE)CnONS: Write the correct verb in each sentence. 

Select your answer from the list below; 

VERBS: clear, subtract, add, displays, display 

1. In order to (nl p>ar) the memory you press the CM key. 

2. The RM key (display s) the total amount in the memory. 

3. You can (add) an amount to the memory by using the M+ key 

4. If you need to (subtract) an amount from the memory you pros 
the M- key. 

5. Both the RM key and the = key are used to (displa/) the total 



NAME DATE 
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TASK #14 

ACTIVITY SHEET #1 : VOCATIONAL 
DIRECTIONS: 

Match the symbol in Column A with the term in Column B: 



COLUMN A COLUMN B 

[C] a. Clear Key 

2- 10] b. Clear Entry Key 

3- f'M c. Minus Key 

4. [CE] d. Subtotal Key 

5- IX] e. Plus Bar 

^- IRM] f . Multiplication Key 

7. lM+] g. Division Key 

8- 1-] h. Memory Clear Key 

9- i. Memory Minus Key 

10- [%] J. Memory Plus Key 

11- [ + ] k. Meir.ory Recall /Total Key 

12. [CM] 1. Equal/Total Key 

13. [M-] in. Percentage Key 

14. l = J n. Paper Advance Key 



NAME DATE 
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TASK n4 

ACTIVITY SHEET HI: ViDCATICmL 
DIRECTIONS: 

Match the symbol in Column A with the term in Col 





COLUMN 


A 


COLUMN B 


1. 


[C] 


( \ 
\ CI / 




P 1 pa r K *=>v 
\>« X w a i. i\cy 


2. 


10] 


( d ) 


b. 


"] o 3 y* T** rk 4" y* \7 Va\y 


3. 


['^] 


( 1"^ \ 
\ A' / 


c • 


Minus Key 


4. 


f CEl 


\ D ) 


d. 


Subtotal Key 


5. 


IX] 


( f ) 


e . 


Plus Bar 


6. 


IRM] 


( k ) 


f . 


Multiplication" Key 


7. 


[M+] 


( 3 ) 


g- 


Division Key 


8. 


I-] 


{ c ) 


h. 


Memory Clear Key 


9. 


I4-] 


( g ) 


i • 


Memory Minus Key 


10. 


I%] 


( m ) 


j- 


Memory Plus Key 


11. 


1 + ] 


{ e ) 


k. 


Memory Recall/Total 


12. 


(CM] 


{ h ) 


1. 


Equal/Total Key 


13. 


[M-] 


( i ) 


m. 


Percentage Key 


14. 


1 = ] 


( 1 ) 


n. 


Paper Advance Key 



NAME 
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TASK #14 

ACTIVITY SHEET #2: VOCATIONAL 
DIRECTIONS: 

Fill In the blanks with the terns listed belov: 

^J^^'' Multiplication key Henory Recall/ Tottl 

Clear Entry Division key Equal/Total 

"^""^ MeiDory Clear Percentare Kev 

on/Off switch He.ory Minus Pap^rldv'Lc:' 

Plus bar Jienory Plus Subtotal 

^' displays, an accuculated total. 



2. The 

3. The 
H. The 



advances the register tape, 
converts a percentage to a deciruEl. 
gives the total acount. 



NAME 



^* In^ .u^ totals and disp3ays the aL;ount 

in the nenory. 

^' "^^^ turns the calculator On or Off. 

7. An acount can be added to the cenory by using the 

key . 

8. An amount can be subtracted fron the necory by using 
the key. 

9. The DeiDory can be cleared by pressing the key. 

JJ^^i f c d ivides the number displayed by 

the last nunber entered. «- j j 

. _is used to cultiply numbers. 

"^^^ is used to add numbers. 

^he_ yggjj subtract nuiabers. 

The keyboard can be erased by the 
15. The ^clears the display screen. 



EATE 
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TASK *14 



KTTIVITY SHEIT #2: VOCATIONAL 
DIRBCnO^S: 

Fill In the blanks with the terns listed below: 



Clear Key 
Clear Entry 
Ilinus Key 
On/Off Switch 
Plus bar 



Multiplication key 
Division key 
KcEory Clear 
Keoory Minus 
IJeDory Plus 



Menory Recall/ Total 
Equal /Total 
Percentage Key 
Paper Advance 
Subtotal 



1. 
2. 
3. 
H. 
5. 

6. 
7. 

8. 



10. 

1 1 . 
12. 
13. 
1U. 
15. 



The ( subtotal ) displays an accuoulated total. 

The ( paper advance ) advances the register tape. 

The ( percentage key ) converts a percenta£e to a deciDal 

The ( equal total ) ^^^^^ ^he total anount. 

The ( memory recall/total ) f^f^i^ 

^"^ I [ totals and displays the amount 

in the ceuiory. 

The ( on/off switch ) turns the calculator On or Off. 

An acount can be added to the cenory by using the 
( memory plus ) y^^^ ' ^ 

An aiEOunt can be subtracted froc the necory by using 
the ( memory minus ) key. 

The DeDory can be cleared by presslnc the ( memory cleai}:^y. 

The ( division key ) divides the nucber displayed by 

the last nuDber entered. ' 

The ( multiplication key ) is used to multiply nuobers. 

The ( plus bar ) is used to add nucbers. 

is used to subtract nucbers. 



The ( minus key ) 



The keyboard can be erased by the ( clear key ) 

The ( clear entry ) clears the display screen. 



ERIC 
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TASK #14 

ACTIVITY SHEET #3: VOCATIONAL 



DIRECTIONS! 



Add, Subtract, Multiply and Divide the following 
problems as indicated by the symbols , using an 
office calculator. 
(Check your answers) 



1. 



40 
50 
60 
70 
10 
+ 80 



2. 



41 
40 
52 
50 

63 
+ 14 



3. 



72 
38 
19 
52 
60 
+ 31 



4. 5,190 
-3,976 



5. 901.03 
-456.79 



6. 77426 
-38275 



826 X 451 = 



8. 817 X 4693 = 



9. 379 X 952 = 



10 . 95.36 20.14 = 



11 . 397 -f 23 = 



12. 91.49 -f 23.68 = 



NAME 
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TASK #14 

ACTIVITir SHEETT #3: VOCATIONAL 



DIRECTIONS; Add, Subtract, Multiply and Divide the following 
problems as indicated by the symbols , using an 
office calculator. 

(Check your answers) 

1- 40 2. 41 3. 72 

50 40 38 

60 52 19 

70 50 52 

10 63 60 

±80 +14 +31 



310 260 



7. 826 X 451 = 372,526 



8. 817 X 4693 = 3,834,181 



9. 379 X 952 = 360,808 



10. 95. 36 20.14 = 4.73 



11. 397 -f 23 = 17.26 



12. 91 . 49 4- 23.68 = 3.86 



NA^E 



272 



5/190 5. 901.03 6. 77426 

-3,976 -456.79 -3 8275 

1/214 444.24 



39151 



DATE 
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TASK # 14 

ACTIVITY SHEET #4 VOCATIONAL 

DIRECTIONS: Add, Subtract, Multiply and Divide the following 

problems as indicated by the sjrmbols using an 
office calculator. 

(Check your answers) 

1) 15.47 1) 3.80 3) 516.56 

44.52 24.15 926.86 

66.95 679.43 657.48 

27.07 82.51 187.30 

99 53 .90 538.52 

59 36 3.46 471.86 

78 38 178.05 238.85 

48 82 63.40 796.35 

39 61 22.98 733.21 

+ 15 18 + 7.95 + 350.53 



494.89 1066.63 5417.52 



4) 62.50 5) 915.25 6) 50.26 7) 921.55 

-43.81 -703.48 -31.48 -470.83 



18.69 211.77 18.78 450.72 

8) 521 X .89 = 463.69 9) 60.34 X .72 = 43.4448 

10) 3.79 X .28 = 1.0612 11) 91. 49-r 23.68 = 3.86 

12) 685 ^- 49. 75 = 13.77 13) 25.50-i-9.25 = 2.7568 
14) 291.75^38.50 = 7.5779 



NAME DATE 
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ACTIVITY SHEET #4 VOCATIONAL 

DIRECTIONS: Add. Subtract. Multiply and Divide the following 
problems as indicated by the symbols using an 
office calculator. 

(Check your answers) 



1) 1^5.47 2) 3.80 3) 

"^^•52 24.15 ^ _ 

66.95 679.43 657!48 

187.30 



516.56 
926.86 



27.07 82.51 

99 53 .90 

59 36 3.46 

78 38 178.05 

48 82 63.40 

39 61 22.98 
15 18 + 7.95 



538.52 
471.86 
238.85 
.'96.35 
733.21 
+ 350.53 



4) 62.50 5) 915.25 o) 50.26 

-43.81 -703.48 -31.48 



8) 521 X .89 = 9) 60.34 X .72 = 

10) 3.79 X .28 = 11) 91. 49-r 23.68 = 

12) 685 ^49.75 = 13) 25.50^9.25 

14) 291.75-38.50 = 



7) 921.55 
-470.83 
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TASK # 14 

ACTIVITY SHEET # 5 VOCATIONAL 

DIRECTIONS: Solve the following problems as indicated by the 
operational symbols. 



1 (6.6 X 5.7) + (4.7 X 1.7) + (3.4 X 7.2) =_ 

2. 37 X 45 + 92 = 

3. (14.8 X 61.7) --193.95 -205.81 = _ 

4. (92.7 + 80.4 + 61.4) X 33.5 = 



5. (807 + 92 — 56) -r 314 = 2.68 

S. (48.67 + 72.41 9.35 ) .53 = 

7. ( 381.65 + 954.72 — 260. 16)-ri8 . 05 = 
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TASK # 14 

ACTIVITY SHEET # 5 VOCATIONAL 

DIRECTIONS: Solve the following problems as indicated by the 
operational symbols. 

1 (6.6 X 5.7) + (4.7 X 1.7) + (3.4 X 7.2) 

2. 37 X 45 + 92 = 

3. (14.8 X 61.7) -^193. 95 —205.81 = 
A. (92.7 + 80.4 + 61.4) X 33.5 = 

5. (807 + 92 — 56) r 314 = 

6. (48.67 + 72.41 — 9.35 .53 = 

7. ( 381.65 + 954.72 — 260. 15)-r 18 . 05 = 



70. 09 
1757 
513.40 
7855.75 



2.68 
210.81 

59.62 
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TASK #14 

WRITTEN TEST: J.R.ESL 
EVALUATION 

COMMUNICATIVE TASK: Recognize symbols; determine operation. 

DIRECTIONS: Write the correct symbols and verbs. Select your 
answer from the list below. 



Verbs: add, subtract, multiply, divide 
Symbols ; X, =, RM, M- , -=/0M, ^ , + 

1. You use the key to find out what the remainder 

is when you subtract one amount from another. 

2. A quicker way to find a total other than adding is 
to use the key to the numbers. 

3. In order to an amount into equal parts you 

would use the key. 

4. To find a total amount you can one number by 

another using the key. 

5. To enter a subtotal in the memory of a calculator you 
would use the key. 

6. If you want to remove an amount from the memory you 
would press the key. 

7. You a column of numbers by using the key. 
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TASK #14 

WRITTEN TEST: J.R.ESL 
EVALUATION 

COMMUNICATIVE TASK: Recognize symbols; determine operation. 

DIRECTIONS: Write the correct symbols and verbs. Select your 
answer from the list below. 



Verbs: add, subtract, multiply , divide 
Symbols : X, =, RM, M-,-=,CM, ^, + 

1. You use the key to find out what the remaindei 

is when you subtract one amount from another. 

2. A quicker way to find a total other than adding is 
to use the X key to multiply the numbers. 

3. In order to divide an amount into equal parts you 
would use the -r- key. 

4. To find a total amount you can multiply one number by 
another using the X key. 

5. To enter a subtotal ir the memory of a calculator you 
would use the O'M key. 

6. If you want to remove an amount from the memory you 
would press the M- key. 

7. You a column of numbers by using the key. 
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TASK #14 

OPERATION sheet: OMPUTE THE COST OF PURCHASING STAMPS 



I. MATERIALS 

a. Electric calculator/printer 

b. Petty cash sheet 

c. Pencils 

d. Paper 



ERIC 



II. PROCEDURE 

1. Obtain calciilator 

2. Turn on calculator 

3. Enter aitount 

4. Key in division sign (-f) 

5. Enter cost of individual stanps 

6. Key in equal sign (=) 

7. Write anount on separate sheet of paper 

8. Check your result 

a. Enter anount of stairps 

b. Key in inultiplication sign (x) 

c. Enter cost of individual staiips 

d. Key in equal sign (=) 

9. Write anount spent on stanps lander last entry 
on petty cash sheet (under ($100 balance) . 

10. Subtract aitount spent from $100 

a. Enter $100 

b. Key in subtraction sign (-) 

c. Key in equal sign (=) 

d. Write anount on sheet of paper 

11. Check the subtraction 

a. Enter subtracted aitount 

b. Add balance from $100 (use +) 

c. Press equal sign (=) 

12. If anount equals $100 

a. Write balaixre under the aitount spent on the 
petty cash sheet. 

13. Calculate the number of stamps to be 
purchased. 

a. Enter anount to be spent 

b. Press division sign {-^ 

c. Enter cost of individual staitps 

d. Press equal sign (=) 

14. Write the nurrbers and description of books of stanps 
in the description column of the petty cash sheet. 
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TASK #14 

JCB SHEE?r .: COMPUTE THE COST OF PURCHASING STAMPS 
PRACTICE 

DIRECTIONS : Compute the number of 22 cent stamps that can be 
purchased using a calculator. Record the amount 
of petty cash voucher. 

I . MATERIALS 



II 



a. Electronic calculator. 

b. Scratch paper. 

c. Petty cash sheet. 

d. Pencil. 

PROCEDURE 



a. Determine the amount of stamps that can be purchased 
(operation sheet #1) 

b. Determine the cos\ of the stamps (operation sheet #l) 

c. Determine the amount remaining from amount if staraps 
are purchased, (operation sheet #1) 

d. Fill out petty cash balance sheet (operation t,hec-t #1J 



ERLC 
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TASK #14 
JOB SHEET 
PRACTICE 



PETTY CASH BOOK 




PETTY CASH FUND 


DATE 


EXPLANATION 


RECEIVED 


PAID OUT 






0 


c 


0 












1 
1 


i 




















w - 1 






i • : 
] . . , i 






















1 
1 




.. , i 




















































1 

i 

; i 














































































1 


























1 1 

1 
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TASK #14 



JOB SHEET: Compute the cost of purchasing stamps. 
EVALUATION 

bIRBCTIWS : Compute the number of 22 cent stamps that can be 
purchased using a calculator. Record the amount 
of petty cash voucher. 

I . MATERIALS 

a. Electronic calculator. 

b. Scratch paper. 

c. Petty cash sheet. 

d. Pencil. 

II . PROCEDURE 

a. Determine the amount of stamps that can be purchased 
(operation sheet #1) 

b. Determine the cost of the stamps (operation sheet #i) 

c. Determine the amount remaining from amount if staraps 
are purchased, (operation sheet #1) 

d. Fill out petty cash balance sheet (operation sheet #1) 
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•mSK #14 
JOB SHEET 
EVALUATION 



PETTY CASH BOOK 



f ETTY CASH FUND 


DATE 


EXPLANATION 


RECEIVED 


PAID OUT 


/ 


a 


0 


c 


0 












1 




























i 
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TASK itU 



PiaUfORMftNCE TEST 


TftSK: Compute the cost of purchasing stamps. 


Directions: Demonstrate mastery in comoutine cof?t of Rtflmps Kv r^r^^^^ 
follow'.ng; 


. This test evaluates your ability to compute the cost of purchasing stamps. 
The facilitator will give you a petty cash amount of $100. You must compute 
the number of stamps that can be .purchased . Check your calculation and 
report petty cash balance with 100% accuracy. 






No. 


Your parformance will be evaluated using the itcir^ telow. 
All must fca "Yes". 


YIL'S 


NO 


1. 


• 

Was computation correct? 






2. 


Was correct balance recorded? 






3. 


* Was petty cash voucher filled out correctly? 






4. 









Trainee 


Data; 


Attenpts 


Instructor's Signature 
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